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ABSTRACT . • 

Creating a Career is an instructional program in 
vocational guidance, developed for use in adult basic edjucation and 
retraining programs'. As a curriculum-based prpgram, it was designed 
to provide activities' for young adults in the "ar4as of 
self -assessment, learning -about the world of work,, making. .personal ' 
careier. plans, and developing job search skills. This instructor's 
aanuai''is a guide to objectives, activities, and iivstructional 
methods.. The manual consists of nine topics (exploring personal 
' roles, listening for understanding, questioning for information, 
setting goals, choosing an occupation, identifying job opportunities,* 
making jbb applications, exploring job expectations, and handling job 
interviews) ,• each leading toward the established tsbjectives. In turn 
each unit contains one or more exercises. The estimated time l^or the 
progralB is 40-50 hours. (Author/BP) 
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FOREWORD 



Creating A Career is an instructional prograan in vocational 
guidan^e^ dev6lopecl for u^e in adult basic education and retraining 
program?. As a curriculien-based program, i.t vSas designed to 
provide activities for young adults in the areas of self-assessment, 
learning about t\ys world Qf work, making personal career plans,* 
and developing. job search skills. 

Th^s Instructor's Manual is a guidfe to objectives, activities, 
-and instructional methods. T^e manual is accanpanied by a. Student's 
Book and various- 6tber multi-media materials^ produced and selected, 
for the program. 

• . - • ■ 

The Creating A Career program was developed by Glen Tippett, 
James Williams and Naida liiaite. Appreciation H due the Prince ^ 



Albert Regional Conwunity College for allowing the Training , 
Research and Developinent Station to make a trial use of the 
program in two classes fn November and Deqanber, 1973. 
Sharon Curfiiskl. Paulette Olexyn, Sandra Bere^owski and 
Ruth Rohovich typed many drafts and contributed to planning the 
format. Staff of the Audio-Visual Techn^ogy Unit, Robert Barkman 
and Stanley Reid, under the direction of Ross Ingroville and assisted 
by Walter Burt and Larry Zadvomy, made^ the film, designed the book 
covers and did the art work for the cartoons, the numerous forms 
and the overhead projectuals. 
< 

The Training Research and Development Station was established 
in 1972 to develop new methods of counselling and training adults. . 



Vernon Mullen, Chief 
Adult Development Oi vision } 
Training Research and \ 
Developmeat Station I 

i 
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INTRODUCTION 



4 

Over a quarter of a million young Canadians leave school and 
enter the labour force each year. Among this group are many who have 
fewuiarke table skills, many who have poorly formulated career plans 
and many who lack the ability to conduct even a basic job search, A 
propensity for unemployment Is therefore high among these new entrants 
*to the labour force. 

In^he plight of the unemployed we can often observe the phenomenon 
of "^earf^ed helplessness." Subjected to repeated failures whilfe seeking 
A job, the Individual develops a negative concept 6f Ms own worth and 
of his ability to find and hold a job. Such, a self -view affects his 
behaviour and the presentation of himself in a job search situation,, 
practically guaranteeing funher failure and reinforcing his negative 
self-concept'. He' Is pushed, often unwillingly. Into a position of re- 
quiring social assistance during periods of unemployment, or of seeking 
and accepting jd>s which are Inconsistent with his Interests and abilities. 

Creating a Career therefore alms at reversing this pro.cess by focos- 
Ing on the knowledge, ^skills and attitudes which. If developed or stimulated 
positively, will enable the Individual to assess his Interests and abili- 
ties^ relate them to appropriate roles in the world of work, make personal 
career decisions, and carry out a successful job search. 

« 

The two main objectives pf the CreahtiC a Career program are that 
students will: 

V ], Prepare a realistic plan to achfeve an appropriate 
occupational goal. 

2. Demonstrate appropriate job search and job application 
techniques and the ability to function within employer 
expectations. 

To reach these objectives, the program provides learning activities 
In the four main content areas of self-develo|»8ent, decision-making, 
learning about the world of work, and job search sklllis. 



Organization, of the Program 

gyrating a Career consists of' nine topics, -ehch cumulatively 
leading toward the established objectives. In turn, each of the topics 
IS sub-divided into one or more units, and each^' unit contains one or 
more exercises. The Content Chart on-^ge ill -shows the titles of the 
topics ^nd each of the units within thefti. 

The course requires between ^ and 50 classroom hours of instruction 
and individual work. It can be presented as*a continuous program of about 
tw) weeks or as one course among others in basic education or skill train- 
ing. Since sections, of the program are designed to stand alone in rela- 
tion to the others, the program can also be presented in whole or in part. 
For example; the job search topics <VI-IX) gould be used separately. 
Particular groups or individuals also may require more emphasis on one 
part than another. 



The learning Process 



4 * 
« 

Creating a Career is a curriculum-based program designed for class- 
•^oom use with a group of twelve to fifteen students. As a general 



strategy, the instructor makes- a "how to" presentation at the beginning 
of each exercise, followed by individual activities in which students 
apply the methods learned in the group to their own particular* situations. 
^or example, in Topic VII the instruc'tor demonstrates how to fill in 
application forms; then the students complete several examples using 
their own information on the* forms. In an early trial of the orogram, 
useful peer assistance was observed, and individual work outside the 
class as well as class discussions also proved effective and appropriate. 

Even though .specific methods are suggested for presenting the acti- 
VI ties of each exercise, instructors who can do so are encouraged to use 
their own preferred techniques, or devise new ones, to suit particular 
activities, particular students , or different class 'evels and situations. 
The various components of the program have been developed or selected to 
support an eclectic approach. 

The program can therefore be viewed as an instructional system or 
framework for a curricular approach to vocational guidance, characterized 
by clearly stated objectives, possible alternative methods of achieving 
these objectives, and methods of evaluating student progress and program 
effectiveness. The program design allows also for adaptations to facili- 
tate installation and continuation fn S variety of " institutions and for 
a variety of student groups. 

...4^,?®^^"^® Instructors may not have specialized training in vocational - 
guidance, components have been developed and activities explained in detail- 
this manual should serve as a desk guide at all times. The instructor is * 
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cautioned, however, t*^t Creating a Career is an instructional program 
which concentrates on knowledge, skills and attitudes basic to occupa- 
tional choice -find a job search. The prograra does not claim to he a 
.^thod of counselling for other personal, family or ©notional probl«»s, 
nor is it appropriate to consider it that way. 

In this Instructor's Manual the learning activities, along with 
jt»« resources re<|uire<i, are sww}aria.ed on the first page of each unit 
after the unit objectives. The detailed steps for each exercii^ follow, 
and copies of a,ll projectuals, tape scripts, forms from the Student's 
Bogk, charts, role-play instructions and notes on the concepts to be 
presented are provided for quick reference. 

'^^ Student's Book is a principal coa^onent. Students will use it 
as a text-workbook in which to review facts, c<»^ile information and 
write exercises. The book is intended to serve each student as a resource 
for later use in making and carrying out career plans. In its cos^leted 
form it will therefore bec(»HJ a catalogue of personal information. The 
instructor should ensure that a student's desire to keep his caiailed 
information confidential be respected. 

CCTBponents of the Program 



The books, kits, films, tapes , projectuaTs and tests used in the 
Creating a Career prooram are described here: 

1. Instructor's Manual - (This book) One copy is required for each 
instructor. It should be used continuously as a reference * to 
objectives, resources and instrOctional strategies. 

2. S tudent's Book - This student's text-workbook is correlated with 
the fn^Tfuc tor's manual. In addition to having space for recording 
personal information and other student responses on' the various 
form, some textual information is provided in the form of intro- 
ductory statements and explanations for exercises, and pertinent > 
information, tables and charts. The book is constable. Each 
student is given a copy at the beginning of the course, and he 
should keep it for future reference after Vre course is finished. 

3. Role-Pla/ S ituations - This is a bound set of each of the twelve 
role- play situations which are described in Unit 2 of Topic III. 
Eight copies of each of the Questioner's Fact Sheets and the 
Responder's Fact Sheets where applicable ape bound together for 
tear-out use as required In the exercises. The students should not 
be exjHJsed to the role-play situations before they are used in class. 
For further Instructions see Topic III, Unit 2, Exercises 2, 3 and 4. 
One copy of the bound set is required for each class. It Is con- 
sumable. 



Listening Techniques. (Video-tape). This video-tape in 1/2 inch 
black and white .ror^t Is approximately 18 minutes long.- It is 
used in Unit 1 -of Topic H to demonstrate the attending behaviors 
and other listening techniques. (See the script in Topic II, Unit 1, 
Exercise 1). The settings for th« sc^et are job interviews. These 
settings allow the tape to be used iu Topic IX also when Job inter- 
views are being covered. One copy U jrequlrfd. 

Listening Practice (Audio-tape). This ir/**Catsirtte :t|pe. suitable 
tor use on any cassette-type tape recorder f P^«>*>!«^*i?7^ffc. JJ . 
contains 20 short speeches. (See the script In Topic 11, Unia<^, 
Exercise 1). The students listen to th^ and then answer compre- 
hension-type questions. Side 2 of the tape contains a correction 
sequence which is played while correcting and discussing the students 
responses. Oi^ copy Is required. 

Question/ Answer Models 1 and 2 (Audio-.tape). This Is a cassette tape 
suitabk for use In any cassette-type recorder Playback unit. 
Side 1 contains Question/ Answer Model #1 for use in Topic II. Unit 1, 
Exercise 2, and Side 2 contains Question/Answer ftodel #2 for use in 
Exercise 3 of the sai^ unit. For each exercise, students listen to 
the tape and evaluate the questioning behavior d^nonstrated. One 
copy of the tape Is required. 

Job Interviews (Audio-tape). This 'is a cassette tape suitable for 
use In any cassette- type tape recorder or playback unit. It contains- 
three job interviews featuring good and bad techniques and a supwative 
statement by the Interviewer. It is used fn Unit 1 of Topic IX. 
One copy is required. 

Overhead ProJectugil Sets - These are prepared sets of projectuals 

for use on any stamiarcf overhead projector. They are framed and 

ready for use. One ccw^lete set is required. Reduced copies of 

each projectual are shown In this manual at the proper point of use. 

The chart below shows the details of the sets. . ^ . ^ , 

Number of Projectuals 

Topic/Unit . Name of the Set in the Set - 



11 


2 


Questions for Listening Practice 


IV 


1 


Role Analysis Chart 


IV 


2 


^^c1 si on-Making Strategy 


V 




Interests 


V 




■ Interpreting the OVIS 


V 




Temperaments 


V. 




Physical Activities 


V 




EnvironB^ntal Conditions 


V 




Aptitudes 


V 




Education and Training 


V 




Setting Criteria 



10 

1 
1 

2 

16 

2 
2 
2 

16 
3 
7 



. . . Ni«^r of FrojectuaU 

Topic/Unit Name of the Set In' the Set 

V 2 Occapatlonal (^llficatlons 2 

V 2 {^t«» Feople and THtnp 5 
VI T Job Openings 4 
VI 2 Ei^leyment Mvertt semen ts 1 
VI 3 M ^^»rtitnit1es 2 

- VII 1 Application for E^loy^nt Fona 2 

# * 

^* Standard Tests - standard tests are r«:^raefKled for use In the 
^If -assessment and occupational exploration exercises In Topic V. 
These are the general Aptitude Test Battery (6ATB) amt the Ohio 
Vocational Interest Survey (OVIS). With respect Ui the om, unless 
th^ school or college has a trained and qualified perswi to a<feJln1ster 
and score th^ test battery, arrange^nts should be ^de with a 
suitable per. ^ or the local Canada Hanp<s^r Centre to have this done. 
The test acteilnl strati on time Is about 2 1/2 to 3 hours. Candidates 
should be In good health and wfll rested for the test. If eye glasses 
are used by the caiHildate, they should be j^m. Arrang^mts should 
be made for the candidates to take the test so that results are 
available prior to beginning Topic V. The results will be produced 
In raw scores. These can be recorded ar^ the aptl'tude levels found 
by using the table In the Student's Book. The recojs^ed supplies 
9 are three sections of the Hanual for the tet^ral Aotltudo Test Battery^ 
The sections are published separately as follows: 

Section I. Administration and Scoring , contains the procedures for 
administration and scoring of the SATB, and conversion of the raw 
test scores to aptitude scores*.^ Separate editions of S^tlon I are 
published for,B-1001 (the mark-in-booklet version) ami B-1(K)2 (separate 
answer sheet version)^ B-1CKJ2 Is t>» one .In common use. 

Section II. ?torms. Occupational Aptitude Pattern Structure, shi^s 
the SATp occupat'lonar aptitude j^ttern structure t^lch is used f or- 
counselling purposes. ^TB norms for adults arid 10«i and tth graders 
are shown for occupational families. . 

Section IV. Norms. Specific Occupations > contains GATB ajrtitude test 
norms used for selection for specific occupations. Also includes 
alphabetical and Industrial indices of the i^ny occupations for which 
norms have been developed. 

The mo Vocational Interest Survey (OVIS) can be administered by 
the instructor or counsellor. This is a machine-scored test, processed 
by the publishing c«ipiny. It requires about ten' days from the date of 
testing to have the4?eport folders returned. Testing time 'is about 60-#5 
minutes. The following supplies are needed- for a class: i ' 
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OVIS Manual f or Interpreting . 

OVIS Gu 1 de to Ca reer Exp 1 ora 1 1 on 

OVIS "SludFnt Bo oklets 

OVIS Dirge t Ion s for Admi n is ter 1 ng 

OVIS MRC Answer Sheets 



1 copy 

1 copy " 
1 pkq>^f 35 
(included in paclcage 
with student booklets) 
1 pkq. of 35 (thi^ . 
packaqe^alsd includes 
^ ■ order forms for scoring 

service) . 

The instructor should be thoroughly familiar with the administrative 
procedures and the interpreting procedures for the survey. This informa- 
tion can be found in the materials listed. • • . 



10. The Occupational Information System ' . , * 

The components of the system are" described here together to show 
their relation to each other and their application. The following chart 
shovi^ the system as'.a whole: , 

OCCUPATlOfAL INFORMATOM SYSTEM 
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• The system is designed on the assumption that (1) there must be 
a systematic base or structure which is comprehensive ^ough to include ' 

•all the required elements; (2) it must be open ended'to allow for addi- 
tional Information to be selected and included,, and- it must jiave^he 
capacity to include all types of media and experience; (3) It must 
facilitate access on the main. •variably of personal characteristi-cs »• 
occupational group descriptors and specific occupations. 

■ / ' * • ■ ■ * . . ■ • ' 

On these- cr.iterta; the basic structure used in the system is that 
of the Canadian Classification and Dictionary of Occupatioas (CCDO)/ 
In particular, the linkage unit between the access- process a,nd Information 
is the CCDO Uijit Group. Unit groups* are relatively' small and homogenous 
groups of occupations which are Identified in the structure by* a four , 
digit code. Further explanation of the class1f1cat1on«<a^i be found In 
the ir»«roductory pages of the CCDO.^ Volume 1. In addition, the structurl 
has- utility in determining access variablas and occupational requirement's 
through the Qualifications Profiles used in tfre CCDO, Volume 2. These 
form the basis of the "^elf -assessment techniques. j 

The "access" side of the system provides the three routes. On the 
Personal Descriptors variables, access can be gained via interests, 
temperamen^ts , aptitudes, physical activities,, environmental conditions, 
education ar?i training factors. The component 'used In t^ls rout^ Is the 
Exploring Occapations Kit (Keysort cards). In addition, guides and 
manuals to the SAT8 and OVIS cah be used to identify uni't groups and 
specific occupations which are associated with each of aptitudes and 
interests. This route is most appropriate for a person who wishes to 
identify occupations with qualifications requirement! suited to his own 
personal characteristics. 

The Occupational Group Descriptors route enables Identification of 
. occiipations in broad Industries such as agriculture, medicine, education, 
etc. The Industry Index is Included In the CCDO Volume I and is also' 
bound separately for ease of jse. The Industry Index is the only group 
•ijndex available at this time, 

i The third route, through Specific Occupations, is for those who 
Wish to explore an occupation by name or bas^ title. They can access^ 
directly by the name through the Alphabetical Index. This index Is 
found In the CCDO Volume I and is boUad separately also. 

Through bne or more of these routes, and by using the access compo- 
nents, a person can identify the CCOO^nit Group number associated with 
the access descriptor. On the Information side of the system, the 
Occupational Reference Index is used to identify the book, kit, riamphlet, 
ttc, which contains, the information required. The Index is based in 
the Uni.t Group structure by number and name, with available materials 
referenced to these numbers and names. Materials used are simply coded 
with the Ufiit Group m'^v to be Identified In the system. 
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. Components used as a core set of o^cdp^tl^yial information materials . 
are: ■■ ^ . ' ' • 

SRA Occueatfonal Exploration Kit 

G.C. Dccupatlonal Informatio n Ponographs 

Canadlarrnasslflcatlon .aygTwtlonarV of Occupations » 

Volume 1 and Volume H TT - 

• Exploring Occupations Kft (KeySort Cards) 'Vx^ ' / » 

n. Equipment - . 

• 

av The classroom. The program shoul^l be conducted In a class- 
room of suitable size for a group of 12-15 students. 
' Moveable tables and chairs are recommended to facilitate 
grouping studlnts for full class presentation, round table, 
discussion, small groups and pairs. Extra tables are re- . 
conwiended for display and use of the kits and other 
mater1n,ls. ' * - 

b. Audio-Visual Equipment. Each class should have an overhead 
projector; a videortape recorder or playback unit (1/2 inch, 
reel to reel I and a monitor television set; a cassette audio- 
tape recorder suitable for group listening"; a screen (or 
suitable wall); and a chalk board or flip chart. 



Implementing the Program 

1. Sc heduling ; The estimate^ time for the' program Is from 40-50 hours. 

If the program is conducted on a full-time basis, about two weeks . 
o^' training time will be required. The following chart shows suggested 
times, based on a five-hour day, for each topic. 

. » ■ 

" Topic I 1/2 day 

Topic II V2 day 

Topic III 1 day 

Topic IV 1 day 

Topic V 4 days 

Topic VI 1/2 day 

Topic vn V2 day 

Topic vni 1/2 day 

Topic IX 1 day « 

. TOTAL 9 V2 days 

Arr extra half-day is estimated for administrative purposes. 
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Acquiring Materials : All fliaterials (see Components of the Program 
listed above) should be on hand for the first day of the course. 
In addition to those listed, newspapers, telephone books, ©nploy- 
fnent brochures, training institution calendars, and other relevant 
guidance materials should be collected and placed in the classroom. 

Arranging for Standard Tests : Arrangements should be made to have 
both the GATB and the OVIS administered to the stMdenjts prior to 
the scheduled starting d^te of the course. The OVIS, should fie given 
at least ter^ays before the starting date to aH^ilme for the 
reports to b'e ret\imed from the scoring servi J^^^ GATB can be 
scored locally and may not need so much advan^^H^ 
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Exploring 

PERSONAL 



EXPLORiNG PERSONAL ROLES 



OBJECTIVES 

Students identify roles in their lives and begin to evaluate their 
behaviour in relation to these roles. Experiences are included to serve as 
an orientation to the course. Specifically, the student will: 

1. Develop a personal profile ^f his roles and the way he spends his tioie 
and sroney ; , . • * 

2. Identify the general objectives, content and general methods of treat- 
ing Ai Career and relate these to his expectations. 



OVERVIEW . 

« 

The topic contains. exercises in which the student begins to think about 
himself by examining the roles that he plays and relating th^ to his behav- 
iours. The topic introduces the students to eaclr other, to the Instructor, 
and to the course. The instructor should use this opportunity to .TnvoTve 
each student personally in the class activity, not allowing any student to 
remain as an observer. There is onl^ one unit in the topic: 

Unit 1- Ide ntifying Roles begins with an exercise Ten«Persons I Am, 
which serves as a vehicle to help the students introduce 
themselves and to identify roles in their, lives which will 
become a basis for a personal profile. The exercise provides 
the means for^ the student to express himself and his self 
values and to introduce himself to a new group. The second 
exercise helps the students begin to see discrepancies between 
their roles and their behaviours. This part of the topic 
should be individualized and remain the private property of 
each student. The last exercise provides an orientation to 
the content and methods used in Creati nq A Career . 



EVALUATION 

The form should be completed, and students should be able to speak 
about the "ten persons" they have listed. Students should be able to state 
their expectations of the experiences on the course in terms of stated 
objectives, content and methodology. 



UNIT I : IDENTIFYING ROIES 



OTJECTIVES 

♦ - 

1. Develoo a peHon^l" orofile of roles and relate these roles to behaviours 
m spendinn time and money; avi«ura 

^' of'wLr?.''?n^K2* ^""^ approach to each topic as realistic expectations 
or wnat is to be experienced and accomplished during the course. 



LEARNING ACTIVITIES 



1. Exercise 1. Generate the list "Ten Persons I Am" and rank them from 
most important to least important. Introduce the 'ten oersons' to the 
group and explain the reason for their qrder. 



2. 



3. 



Student's BooR: Relatinci Behaviours To Roles 

iZl i ^^^^J^y Tim"^.^ Rank the lists in order of afwunt of money and 
ti^ expended on each in the last month ahd record them. Then relate 
behaviours to role^ and study their relationshios . 

$ 

' Student Is Book: Relating Behaviours To Roles 

rifr^-^® 3. Discuss the content and methods used in the whole course, 

J* 

student's Book; Overview Of Creating A Career 



'I 
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EXERCISE 1. > ■ Tea Persons I Ata 

V, The instructor first explains* that the exercise will help each stu- 
dent to ansv^r the qtwstion *mo hs ir. He should exj^lain that all 
people fin several roles as they pursue the activities of their 
everyday lives. A roan might be ployed in a garage: to the owner 
he is an ei^loy^, to another ea^loyee he isay be the for«nan; at home 
he is the husband and father; his friends see him one wayt work 
associates yet another. The students are to develop a list of the 
different roles they fill in ttieir daily lives. They can refer to 
Topic 1 cover iln their textbooks for suggestions. 

2. Each student is given ten small'cards or tears a sheet of paper into ^ 
ten pieces about the sa^ size and then writes on each a role he con- 
siders iBpjrtant in hi^^W6, in the form, "I «n a _ . 

3. Each student examines the ten sheets on which is listed bne of the 
persons he has identified as one of his rolet, asking v^ich one would 
cau^e tJ(\e least disturbance if he r«ia>ved it from his life. The slip 

, of paper is to be placed face up on the table or desk before him. 
?rm the raining nine he is to make the san^ choice and place this 
slip on top of th^' other and so on until he has the role which ii most 
important to him on top. The instructor should also do' the exercise 
with the students. 

4. When all students have ranked their roles, the Instructor asks them 
to for^ a close circle.- The Instructor will model the behaviour de- 
sired fyH>m each student by reading the first role he himself dis- 
carded, explaining to the group why it was first discarded, then moving 
tp the next, stating wh^ it is where it is and so on vntil an ten 
roles have been exposed and explained. The instructor should display 

a feeling of trust and emphasize the im|K>rtance of each role to him. 
He should display real concern for the roles in his life and the order 
in which he ranked them, thus helping the students to follow his ex- 
ample. 

5. Each student in turn explains his series of roles from least to most 
important as the instructor has modelled. 

During the exercise, the Instructor should draw attention to feelings 
about the stated roles, about involvanent, about concern for the 
right answers, about making choices, and about what has happened in 
the group. He should support those students who hesitate to read 
their "Ten Persons" or who have little to say about thetr feelings 
vA)en. they do read their slips. He might say. something like, "We 
would like to met the persons you are. Reroei^er, we will not judge 
the persons you describe and the order you place them in. Your J 1st 
may help others to find assumptions they make about themselves. 
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6. After each person has intro<itfced the ten persons In his life, he should 
list than, placing the most important one at the top, on the form; 
Relating Behaviours To Roles « (Student forms are in their book.) 

The lists are to aid the Students in understanding relationships in 
their own liVfes, ^ind how these help or hinder in attaining their goals. For 
this reason, each student should be encouraged to oiake final changes in his 
list which will stake it niore usteful or accurate, by clanging the order, add- 
ing n&fi roles, or r®«>rding thm if thesy wish to do so. The finalized list^j 
will help them to identify son?e of the strengths and inconsistencies in 
their lives. ' 



EXERCISr 2. COMPARISON OF ROLES AND BEHAVIOURS 

1. Each student will need two sheets of notebook paper or two sets of ten 
small cards. At the top of one he* writes, "Ten Ways I Spend Time" 
and on the other, "Ten Ways I Spend 1^ Money". These li^ts can be 
made at the same time, as working on one raninds the person of answers 
to the other. The list should reflect the person as he usually uses 
time and money. If he is working toward a goal in his studies, school 
raight be a very io^rtant expenditure of both. The students should be 
told they will not have to tell others of the behaviour they record, 

2. After their lists are completed, a1] students should rank them, from 
one to ten, not by their ifip)rtance to the individual, but by how much 
time or money was spent on them during the last month. 

3. -On the form, Relating Behaviours To Roles , each student writes in the 

second column tte nuntf)er of each way he spends his time in support of 
that rolej/^me behaviours support no roles and should be recorded at 
the bottoi of the form opposite the heading "Supports No Roles". 

4. In the same way; each student fills in the third column with ways he 
spends his money in support of each role and at the bottom if no role 
is supported. 

5. The students then study the relationship between their listed roles and 
the ways they spend their time and money to note if the roles they 
listed as most important in their lives are supported by time and 
money. They may m»te inconsistencies and make comments like, "It me'ans 
I have some wrong views of myself; I might have to change some of my 
behaviours; I have learned some things I did not know; the exercise 
took me by surprise." They should be congratulated and asked to con- 
sider ways of changing their behaviours to fit the roles that they 
consider important. Some students may want to change their rank 
ordering of "persons they are" as a result of the exercise. There is 
an extra copy of the form in their books for this purpose. 



6. If the students ^nt to discuss their reactions to the exercise with 
the Instructor and the groui, they should be allowed to do so. However, 
no student should be forced to express his feelings about his own roles 
and behaviours If he does not want to. 



EXERCISE 3 . ORIENTATION TO CREATIN6 A CAREffl 

The exercises just completed serve as "Ice breakers" and students will 
liave many questions as to what Is coming In Uter topics. 

This Is a good point for the Instructor to spend some tine orienting 
students to the wtwVe course. The overview sections at the beginning of 
each topic can provide tte Instructor with a complete picture oft the course.. 
Use the Content Chart In the Introductions of both the Instructor's and 
student's book to give the students an overview of all the topics and units. 
Relate the roles explored In Topic I with goal-setting In Topic IV and 
choosing an occupation In Topic V. Show how listening and questioning 
skills from Topics 11 and III prepare students for gaining Information about 
jobs In Topic VI and In Interviews In Topic IX. Discuss In a general way 
the kinds of participation that will be expected from the students during 
the course In 'role-playing, making personal profiles In preparation for an 
occupational choice, filling In practice application forms, and so on. All 
of these discussions should be directed toward Identification of and some 
understanding of what the main outcomes of the course will be. 
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RELATING BEHAVIOURS TO TOLES 



I AM 


WAYS I SPEND 

MY nm mm 

Smm EACH ROIE 


WAYS I SPEND 1 

MY mv( mitw 

SUPPORT EACH ROtE 1 


# * 

1. 






2. 






3. 


- 




4. 






5. 






6. 




1 


7. 






8. 


• 




9. 






10. 


I 




. SUPPORTS NO ROLES 
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t 

USfkNiNG FOR UNDERSTANDING 

• • • 

OBJECTIVES 

« 

% • 

Students wifi* learn to listen effectively by applying proper attending 
behaviours, ami using food listening comprehension skills. SfM^lflcally, 
the stydent will: 

1., Identify good listening and Interview behaviours RKKlelled In a fllmi 

« 

2. Practise good listening techniques In a listening <;omprehens1on 
, practice exercise. , 



OVERVIEW 

This topic contains ^els and activities designed to help the students 
understand and develop listening skills. These listening skills will be 
used to stipport the questioning skills of the next topic and will apply 
directly to the collection of Information about jobs and Job Interviews. 
Much of the practice for the listening skills will be provided in the next- 
topic as students practice the questioning techniques, in which the ability 
to listen supports the questioning process. , 

Uait 1 - 11 s teni ng Techni cues is a film which demonstrates good and 
bad attending ano interview behaviours. 



ing 

*rac 

ah opportuni ty to develop and test their listening skills. 



Unit 2 - Listening Practice is a taped exercise which gives students 

"tuniiy to 



EVALUATION 



students discuss the, film lis teni n<i Techniques and evaluate their own 
written exercise in Listening Practice . 
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UNIT I J UStCKIf^ TEC>««IQU£S ' 



(»aECTiVES 



1. Identify the attending behaviours- t^lch listeners can use to help the 
f Speaker; . ' ^ 

» * , ♦ 

2. - Identify the attefHtIng behaviours which listeners can use to lu^jrove 
^. their listening effectlv^ess. « 



LEARNING ACTiVmeS 

1* Exercise 1. Use the fllw, 11 steni no Techni oues . to demonstrate s»de1s 
of the attending behaviours used in Interview situations. Discuss the ' 
bjshavlours with r^pect to ttwtir eff^t on the participants In the 
Intervt^s. 

^ . 

Studeitt's Book : Why, tte listen 

Attending l^vl ours 

Sowe Donets And Do's Of listening 



EXERCISE 1. •* THE FILM, /'IISTENIMS TECHNKHIES" 

The film "llsteninci Techniques* displays a nta^r of attending 
behaviours in interview situations. In ^umnary the attending behaviours 
can be described as follows: 

1. Usin^ Eye Con tad t. ^his is looking directly at the other person 
when he is speaking. Eye contact means observing the speaker ^s 
facial expressions, gestures and the expression of his eyes, with- 
^ftif staring or making him feel uneasy. It also Involves breaking 
eye contact in a natural way while still paying attention/ 



2. 



Vferbal Foil owing. This means saying things to the speaker which show 
tna.t you are following him, that you understand, or that you want^im 
td repeat something. This can be done by actually r"fepeating the ^ 
person's words back to him or by using phrases like, *'I understand" , 
"Of course", "No, of course not", "Yes" , and others. 



3. Bodv rollowlr^q. This moans using your body posturesr and gestures ' 
tosliowtTiat you are paying attention and that you understand. 
Simplv. nod^lin^ as a s'peaker speaks is a common body-following - ^ 
behaviour. Other *exampl,es' are fro^^ing* smiling, shaking your 
head and facing him whiVe he is speaking. 

4. Responsible Reflection. Tliis means using' your -following skills 
to'connuhicate your true thoucfhts and feelings, not indicating > 
understanding when y©u don't understand or 'yes' when you mean 

.• 'no'/ It also means that ^ou let a speaker finish what he has . 

* 'to sav and that you think about it before you respond. ^ 

* 5. Rt?laxed A ppearance.' By being relaxed, you will help the speaker 

* relax, and better conwiunication will take place. A person who is 

, fidgeting, smPothinf hair, *remoVtfig. and replacing glasses, chewing 
^nq^ils and doin^ other similar actions does nqt help a speaker 
to relax. ^ , , ' \ 

» * s • 'V 

The jiarVptor wiH point out these behaviours,, or the lack of them, 
^ during and aCthe end of the film. - " 

The ste^5s for using the film aret ' . 

1. Ttje students. read the sections in their books in Topic I, Un-it 1 
eki tied Hhy He listen , Attend1n<i Behaviours , and some Don'ts 
aind Do's of listening. TII 7 



/"-Zr- Look at .the whole film and pay particular, attention to the words 
of the narrator. . v 

3. Discuss the* attending behaviours shown or not shown in^the different 
interviews and discuss the effect on the participants. 
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SCRIPT OF THE FILM. "IISTENIN6 TECHNIQUES" 
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(video and audio) ■ " " - 

Many people seem naturally to be good talkers, but to be a 
good listener, most of us have to think about It and work 
* at It.* ^ 

It*s Important to be a good listener. 

Good listening means paylfig attention to what Is being said, 
and making sure you understand It. It also neans letting 
the speaker know that you are paying. attention and under- 
standing. This encourages- the speaker. 

Let^ think first about encouraging the speaker. You are 
about to take part In a conversation about working rules 
and benefits In a place of business. You will meet a young 
lady who Is applying for a job. I'll ask you to pretend 
that you are the employer who Is Interviewing the young 
lady. She will , do several things to let you know that slie 
Is following what you say and understanding you. Please 
make a short note of each of these things when you observe. 
It. The Interview Is In progress 

The Sjalary Is five hi; nd red dollars a month. 

i 

(looking at camera) 
^ That's about the an»ur,t I expected. 

It's a ninthly salary, but we actually pay you twice a 
month. 

(nods) 

Are you Interested In group Insurance? 
What does It cover? 

We used to have quite full health coverage, but now the 
general health Insurance covers everyone. We do have a 
group policy that pays for a private hospital room and some 
extras . / 

I supposeJ^>doUld decide about that after I begin work. 
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EMPLOYER: 



GIRL: 
EMPLOYER: 

NARRATOR: 



EMPLOYER: 



GIRL: 



EMPLOYER: 

GIRL: 

EMPLOYER: 



Any tim up to the end of the month. There are rules we 
have to follow to get the l<w gi*oup rate. A new employee who 
wants the coverage has to join from the date of employment. 
We send in the ^remiwns at the em* of each month. 

I would let you know before then. I suppose you have some 
printed Information giving more details?^ 

Yes, I'll give you a brochure when you come to work 

(fade out) • 

(video and audio) 

Here are some of the listening skills you may have noticed% 
The young lady made a ccnnment. about the salary. She looked 
right at you most of the time. When toU the salary would 
be paid twice a month, she nodded her head. When asked 
whether she wanted group Insurance, she Inquired as to what 
1t would cover. When promising to make a decision she let 
the ©sployer know she understood the deadline was the end 
of the mont^. She was very ptch Involved In the conversation'. 
She evidently knew that listening Is an active process. 

It looked very easy and natural, didn't it? But let's see 
how that conversation might have gone If the young lady had 
not had listening skills. Notice the kind of Impression she 
makes on you now 

Your -work would be to decide what the displays In our three 
windows will be each woek, getting the merchandise you need 
from the departments concerned, and actually dressing the 
windows. We can give' you a young man frm the shipping 
department to help you with any heavy articles. Have you 
had experience at this kind of work? 

(making eye contact) 
* (I've always been Interested In* artistic work. I took 
art classes when I was In high school and now I'm taking 
a correspondence course In Interior decorating. 

That's Interesting. But have you actually had experience 
at window dressing? 

Not really, but It's something I've always thought I'd 
like to do. 

Of course the displays are related to the season of the 
year, and we like to show our nev^sf stock. It means 
keeping very closely in touch with all the departments; 
that requires someone who gets along well with other 
le. • 



peop^i 
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You said something about writing ads, too, didn't you? 

Yes. we'll com to that in a minute. What were some of 
your outside activities in school? Do you belong to 
any clubs? • ' 

(fade out) 

This young lady made eye contact with you. but she didn't 
make much mental contact. She was apparently avoiding 
the question about experience in window dressing, but her 
reply ditjin't make a good impression, did it? If she had 
said. "Mo, but I took art classes in school, and (etc.)", 
she would have shown she was listening and she still 
would have told you about her artistic training. When you 
remarked that the job required the ability to get along ' 
well with people, she didn't treat it as a question. 
Either she wasn't listening carefully, or else she was 
again avoiding the topic. Sometimes people fail to hear 
what they don't want to hear. Did it, occur to you that 
our young lady might have been applying for a job for 
which she didn't have the advertised qualifications? 

Here is another applicant, for a different job 

The salary is five hundred dollars a month. 

(examines fingernails, makes no sign or comment) 

Are you interested In group insurance? 

(fiddling with hair) 

* 

I might be. 

Well, we have a group Insurance plan. We give a brochure 
to every new employee. 

I'll think about it. 

Of course you realize we have quite a few applicatits 
to see as a result of our ad in the paper. 

(glances at employer in an unhappy way, then returns 
attention to her fingernails) 

Yes, I suppose -so 

(fade out) 
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NARRATOR: (video and audio) 

You must have felt quite differently about that conversation. 
There was almost no eye contact, except for that brief un- 
^ happy glance at the last. And that fiddling with her hair - 
I'm sure you noticed it. People do that sort of thing when 
they're ili at ease, and it usually makes the other person 
ill at ease too. This young lady was so nervous and with- 
drawr) that she seemed almost, ill-taj^red. Perhaps you 
wondered what you had done to frighten her so badly. And 
did you notice she didn't get nearly so much information 
as the other girl did? But then, she didn't encourage you 
to talk, did she? % 

Here's another applicant. Again, we're in the middle of 'the 
interview . ^ 

This is a bookkeeping job. as you know. What are your 
qualifications as a bookkeeper? 

(swinging back and forth in swivel chair) 
I graduated in bookkeeping froti the McCarthy Business 
School two years ago. 

And what have you been doing since then? 

(rocking backward and forward in swivel chair) 
I've been working as a bookkeeper for the Martin 
Edwards Company. , 

Are you still employed there? 

(swinging back and forth again) 
Yes. 

Why do you want to change jobs? 

(tapping fingers on arm of chair) 
I'd like to get into a larger coirtpany, where there's 
more room for advancement 

(fade outj 

NARRATOR: There was some ey^ contact, but it took much effort when 
the applicant was swinging back and forth in thafr chair. 
The answers the young man was giving were. quite suitable, 
but his body movements gave every indication of nervous- 
ness. It didn't give you the impression that he had much 
self-confidence, did it? 

Let's see what this applicant will do 



EMPLOYER: 
YOUNG 'MAN: 

EMPLOYER: 
YOUNG MAN: 

EMPLOYER:' 
YOUNG MAN: 

EMPLOYER: 
YOUNG MAN: 
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&fi>LOYER: 

iom mi 



EMPIOYER: 
YOm HAN: 



YOUNG HAN: 



NARRATOR: 



How far did you go irt school? 

(in a Iqm rather monotonous 'voice, not looking at the 
employer) 

I coapleted high school, and wy favourite subjects were 
history and literature. I was a member of the debating 
society, and was an honours student. I was chosen as 
the valedictorian in my final year. I spoke about the 
future, and h(M people graduating at this time must 
prepare for change in the years^ ahead. I've done a 
lot of reading about change. Have you read toffler's . 

Future Shock? I got quite a few of my ideas from 
that book. I suppose your business has had many changes 
over the years. 



Yes, Indeed.' Now, getting back to your education, what 
sort of qualifications do you have for a bookkeeping job? 

(In the ^sm voice, not looking at ei^loyer) 
! took a bookkeeping course at the HcCarthy Business 
School two years ago, and. since then I have been employed 
at the ABC Dairy- I receive, the slips fr<^ tbe delivery 
men when they come in fr(») their rounds, and balance 
th^ up with their cash. Sometimes it's after six o'clock 
when I finish up, especially when the weather is bad or 
there's a holldijy coming, when they are later finishing 
their rounds. They have eighteen delivery men 

let's get back to the bool^keeping course* Did you 
finish the course and graduate? 

{smm voice, not looking at aiployer) 
No. You see I had this chance of a job with the dairy, 
so I took it. I've alwi^s 1nten<ted to go back in the 
evenings and finish up, but I haven't got around to it 

• • • • • ^ 

(fade out) . 

This young man was full of Information and didn't know 
when to stop giving it. At the last, you had to Interrupt 
him to get the details you really wanted.* If he had been 
watdiing you, he probably would have noticed that you were 
getting impatient. AnotKer important part of listening is 
to watch for the effect we are having on the other person. 
The facial expression of the other person can tell us as 
much, sometimes, as words do. 

Here is our last applicant « 
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EMPIOYER: 
YOUNG MAN: 

EflPlOYER: 
YOUNG MAN: 



EMPLOYER: 
YOUNG MAN: 



EMPLOYER: 

YOUNG MAN: 

El^LOYER: 

YOUNG MAN: 
EMPLOYER: 

YOUNG MAN: 



NARRATOR: 



What is your experience in bookkeeping? 

(looking at eiiiployer, not showinq any siqns- of nervousness) 
I have domj bookkeeping in the evenings for a law firm for 
the past two ye^rs. • *r . 

Are you employed during the day? 

Yes, I v/ork for the collections' department of the Coast- 
^to-Coast Loan Conipany. 

So you're doubly employted as a bookkeeper? 

No, my daytime duties are collection- work.. I have a 
certain block of accounts anil I look after, them. I check 
each one regularly, and write a letter or call on t;he phone 
if the account is in arrears. I use - the ledgers a great 
deal, but I don't make the entries. 

We're lookinq for someone who can take on all our book- 
keeping. You would be pretty much on your own. 

That's the way I have been working at the law office, 
and there has been no problem there. 

Yes, that kind of experience would be helpful on this 
job. 

I take it that you only employ one bQokkeep^r.^ • 

That's right. So we have to get a man who can stand on 
his own f^t. Would you keep on wjrking for the law firm? 

I wouldn't need to, because this position caeries a 
higher salary than the one ! have noxi. Of course, I'd 
have to continue with the law firm until they could arrange 
for someone to take place 

(fade out) 

This at>p1 leant did so^ good listening, and he let you* 
know that he was following what you said. He listened 
to find out what kind of information you wanted, ami he 
gave it to you. He didn't rasible on. When you assumed 
that his daytime work was bookkeeping, he corrected your 
assumption. He looked you. In the eye most of the time. 
At one point, he expressed his assumption that you anployed 
only one bookkeeper; that showed he had been IHtening for 
the implications of what you said, as well as Just the 
words. • ' " 



20 



have seen several good listening techniques dbnonstrated — 
by the young 1ac(y at the ^j^inning, and the young nian at the 
end. let's review then, and give th^ some nams: 

1. The first Is eye contact - looking the other person In 
the eye most of the time. 

2. . The second Is s,(^th1ng might call '"following" - 

letting the other person kncM you are tuned In to, what 
he Is saving. Nodding your head, or smiling when" he 
says s(»ieth1ng Intended to be imusing would be examples 
of using your body toshm^ follc^lng; words are also , 
used for the $am pur^e. We have to be careful about . 
these "fbll^/lng" b^aviours. For Instance, nodding 
the head Implies agre^ient; m vm^^*t do It rniless 
we actually agree that ^at has tmen said Is correct. 

3* Then, there's the behaviour we just saw ^Am the 
young man figured out that you wer^ Ifi^lylng you 
kept only one bookkeef^r, and checked out his 
assumption. He f^fVected your meaning back to you, 
' like a mirror.^ ^dtoetlmes reflecting Is done by 
simply repeating the person's words., I suppose 
this Is dnother>form of following, but let's list 
"reflecting" separately. . * 

4. The last behaviour Is "helping the othef person to 
be at ease, and* encouraging him or her to talk^, 
ThIMs accomplished mainly by being at ease' 
with oneself — or at least not sh(»tf1ng evidence 
of uneasiness or nervousness. Perhaps that last 
applicant was a little nervous - It's, natural in 
a job Interview, where your future may depend on 
the Impression. you make. But he managed to give 
the Impression of a composed young man with self- 
confidence, and that made a good impression. I'm 
sure you felt comfortable talking to him. 

We will- refer to all these behaviours as "attending behaviours" 
behaviours that show you are giving attention. 

Briefly, the attending behaviours are: 

a. eye contact 

b. following - by body attitude , and by wofds 

c. reflecting back words or meanings 

d. helping the other person to feel at ease, by 
appearing to be at ease yourself 

# 

/ 
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Thes%fouf attending behaviours can mean the difference 
between having a difficult, unsatisfactory interview and 
having an easy, successful one. Render, good listening 
is an active process. 

Happy interviews! 



Note to Instructor ; Stop the film at this point and discuss the attend- 
i ng behaviours d^ns tra ted and their effect on the participants in the 
interviews. Then look at the remainder of the filro. 



NARRATOR: We have seen that raany people se«a naturally to be good 
talkers, but to be a good listener, most of us have to 
think about It and, ^rk at it. It's important to be a 
^ good listener beca\i$e good listening rneans you are paying 
attention to what is being said atu! you are making sure , 
yovi understand it. It also means that the speaker knows ' 
you are paying attention and that you i^nderstand what he 
is saying. This encourages the speaker. Let's review 
our good and poor exap^les of each attending behaviour 
so you will be able to compare th©n and their effect on 
^ you as a listener. 

First, Eye Contact, means looking the other person in the 
'eye, watching facial expression and body movanents for a 
deeper meaning to the words he is using. - Proper use of 
Eye Contact helps put the other person at ease. The 
falluf:© to look at the speaker blocks the free flow of 
thought between you, and makes both of you feel uncom- 
fortable. 

Second, Verbal Following is saying things that show the 

speaker you are following the flow of the conversation. 
Here are the examples of Verbal Following: 

(Good example of Verbal Fo)l<Mlng ffm tape.) 

This c<»iiment let the ^loyer know that this young 
man was part of the conversation. 

(Poor example of Verbal Following from tape.) 

This young lady shows she's not following the conversation 
and her words show she's thinking about something else. 

Third, Body Following, like Verbal Following,- shows the 
speaker that you are following the meaning of his speech. 
The smile, the hods, and the movant of the hands all 
indicate that the listener is following the conversation. 
In this example, the young man has so much movement which , 
does not mean anything. It becomes difficult to know which 
movement is meaningful and which is not. (Poor Body 
Following.) 
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The last example of the attending behaviours will be 
Responsible Reflection. This behaviour shows that the 
listener is actively involved in the conversation. 

(Voice from tape. Good example of reflection.) 

The young man drew from the early points of the 
conversation, made a conclusion and presented that 
conclusion for verification. 

(Voice frm tape. Poor example of reflection.) 

This statement by the young lady did not add to the flow 
of thought but Completely changed it to another. >>Was her 
mind following or was she wandering? 

(As the narrator mentions each behaviour, the words "Eye 
Contact", "Verbal Following", "Body Following", "Responsible 
Reflection" flash on the screen.) 

By being at ease yourself you are helping the other person 
to feel at ease. These four attending behaviours can mean 
the difference between having a difficult, unsatisfactory 
interview and having an easy, successful one. Renember, 
good.listening is an active process,. 



(This is /he end of the film.) 



ERIC 
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UNIT 2 : LISTENIN6 PRAaiCE 



OBi^CTtVE 



1. Practise good listening techniques In a listening practice exercise by 
listening ft)r railn Ideas, Important details and Information, directions, 
supporting reasons, order of details. Inferences and Indications of how 
to apply Information and of several points to be made by a speaker. 



(.EAI^ING ACTMnES 

• J 

-1. Exercise 1. Listen to the audiotape listening Practice and do the 
accofl^nylng exercise. ^ 

Student's Book: Projectual Set: Questions for "Listening 

Usteninq Practice Answer Sheet 
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EXERCISE I . THE /UIOIQTAfiE. "LISTENIfffi PRACTICE** 

The tape -llsteni^ Practice" provides advice on ^-teclinlques of oood 
itsteninf and an exercise In which the tehn1<|ues can he specifically 
app led. The^nnlng time of the tape is twenty minutes, excluding the 
periods when It Is stopped while s^nts anst^r questions. It contains 20 
short speeches of graduated difficulty, spoken by different vdlces. mi)e- 
-At could be used on an Individual basis. It lends Itself to grouo 
application. . 

The steps for using the taped exercise are: 

1. The students listen to Speech #1. Then the Instructor stops the tape 
at the Rwslcal tone and shows the questions for Speech #1 on the over- 
head projector, usinf the prepared projectual. The students write the 
answers on the answer sheet In their books. 

.2. When all students have finished .writing their answers to the questions, 
(this exercise ^haslzes power, not speed) the Instructor starts the 
t^pe for Speech #2. Continue as in Step 1 fOr all the speeches. 

3. When th6 students have answered all the questions, th^ stould then 
listen to the second part of tJ» tai». In wh1<:h the speeches are 
repeated. The students can nark their own ansi^rs for each speech. 
' The Instructor should stop the tape after each speech and discuss the 
answers with the class. In this way, the student way experience addi- 
tional insight during this second period of listening. 

The following paps contain the script of the "Listening Practice" 
audiotape. 
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SCRIPT OF TH£ M>IOTAPg. aiSTBilNS fiRACTICr 



You trfit spend next f&t mimtss listening to short 
speeches on this tape and ens\i^1n9 a f&n questions after . 
every speech. 

' The tape will give you practice In listening. It wIlT also 
give you some hi nts« about how to becoo^ a better listener. 
• 

We listen for many different ipurposes. Sometimes m listen 
for a few Important details. ^ SotnetlR^ we need to r&i^^r 
the details In a certain order. Soi^tlmes we llst^ to a 
fairly long speech, and try to pick out. the n»1n Ideas and 
-r^R^r th^. S^sietl^ we listen to hear reasons. 

There are twenty speeches on the tape. After ea^ one, 
there Is a imislcal tone like this: (tone). The tone Is a 
signal that the tape will be stopped, and you will begin ' 
answering the questions about the speech you heard. 

The questions will be projected for you to read, ^nd you 
win answer thero on the "Listening Practice Answer Sheet" 
In y<Hir book.- 

SOTffittes you will write your. answer In words; sometimes you 
will be asked to look at several answers and circle the 
correct one or ones. 

During the first few speeches. Just listen for details, / 

The next news broadcast will be at 10 p.m. We can tune it 
In at 57(^ on the radio dial. 

(tone) . ' * 

The desk is 4 feet long, 2 1/2 ffeet wide/ and 29 Inches high, 
(tone) 

Hr. Watson plK>ned about the roses he ordered. He said, 
"Please don't deliver today. There's no one at home. . 
Deliver them next Thursday Instead. , 

(tone) * 

• 4 

So far, you have Just been listening for details. The order 
didn't matter. But It will be In^rtant In this next speech. 
As ^u listen, try to think of what ypu would be- doing If you 
were following the Instructions. 
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To 90 to ^ «k>hnson Building, you turn right as you leav« 
this building, walk two blocks, then turn left, and go one 
mre block.- 

(tone) 

To hear and fme^ber iimples' nsmsi Qtm m$t listen very 

carefully. This Is especially true when i^ple are Mng 

1ntro<ihiced. That Is what the next sp4ech* Is about. 

ftiss Addffls, this Is «r. Wilte, and this Is Mr. Peterson. 

(tone) 

Jtow you*re going to start listening for reasons, as well as 
details, and you'll have to think about what the Information 
weans ^Am you answer the qu^tlons. ^ 

It's a ^od Idea not to turn ymir autoatic ca^^ to the 
nQKt picture l^lately after you take one. Then you won't 
spoil paRt of your film by accld^tally depr^slng the 
picture yTever, because the lever won't go down under those 
condltldns. 

... . ^ ■ 

Ctonf ) - • 

the iK^ther hadn't turned cold so suddenly last night, 
causing Hargaret to plug ifk the electric heater In a mrry, 
she might have noticed that the covering of the cord was 
worn off; and the house might never have caught fire. 

• * 

(lone) 

The Montreal Expos baseball club were ^hlnd the Niew York 
^tets eight to three at the mui of the seventh Inning, In 
which the Mets h^d scored tm runs. In the eighth, the 
Expos scored Uo runs. Then In the ninth Inning they 
won the g«i» 9 to 8. The Montreal fans went wild. Some* 
people say baseball Isn't exciting erMHigh - but who could 
want a wore exciting. game than that one? 

(toneK 

If wu are waking 7 copies or roore, you should usje the big 
.fiopylng machine. For fmmr than 7, use the small copier. 
The reason Is that 7 copies are the minlmim charge on the 
big machine; we have to pay for seven copies even If you 
make only one or two. On the small machine, we pay only 
for the nm^er of copies actually made. 

(tone) 



27 



SPEECH #10 



SPEECH #11 



NARRATOR: 



SPEECH #lf 



NARRATOR: 



SPEECH #13 



The working hours are from 8 to 4, with an hour off at noon. 
The regular pay Is five dollars an houV, with time and one- 
half for overtime. This means that if an "employee works an 
hour overtime* he is paid for an hour and a half. 

•(tone) 

In the most northern parts of Canada, the groun<l^ is frozen 
all year. . Only a few inches near the top thaw out each 
summer. In some places the ground is frozen down as deep as 
1600 feet. This frozen part is called, permafrost. If the 
heat from a house melts the frost underneath, the ground 
turns to soft, wet mud and the house sinks down into it. 
Houses must be built in a. special way to avaid this. 



(tone) 



Sometimes people talk fast and say unimportant thtngs. You 
have to ignore the useless talk and listen for the really 
Important Information. Sometimes the speaker hopes you will 
be carried away by his words and miss the real details. 
Don't be carried away by this fellow. Keep thinking about 
the actual information he is giving, the importaht informa- 
tion that can be proved and depended on. 

This Is the finest vacutmj cleaner on the market. It picks 
up all dust and lint the first time over. It's a real 
labour saving device. And the company gives a written guar- 
antee that any motor parts which need to be replaced within 
six months will be supplied free of charge. But I'll cfuar- 
antee you won't have any trouble with this beauty. My own 
family has one, and my wife' wouldn't have any other kind. 
She says it's so good the company might as well give a 
lifetime guarantee. 

{ tone ) 

Sometimes there are several details and ideas, and we have 
to decide which are the important ones that we should remem- 
ber. Dates may be important, but they are hot always the 
main point of the speech. This next speech will be spoken 
slowly. As you listen, try to decide what the most import- 
ant parts of the message are, and remember them. 

In 1969, the American Dental Association stated that cigar- 
ette smokers are four -times more likely to get cancer of the 
.flouth, compared to non-smokers . People who smoke cigars and 
pipes also run a risk of having mouth cancer. Two out of 
three cases of mouth cancer lead ta death wi thin five years. 



(tone) 
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Sometimes a speaker tells you what he Is going to talk 
about. When this is done, it is usually In regard to the 
more Important information. Part way through this next 
speech, you will hear a sentence that tells you something 
interesting and important it going to follow. Listen for 
other Information too, 'but especially notice this helpful 
sentence. 

We have become used to the idea of oil wells being drilled 
in the sea, near the coast of continents. But many people 
don't know that diamonds have been dredged up from the floor 
of the sea since 1952. Another valuable substance may soon 
be mined In this way. Recently, mining companies have been 
exploring the sea coasts of North America to find out 
whether gold can be- dredged up cheaply enough to make the 
operation worth while. 

(tone) 

Old you hear that special sentence I asked you to listen 
for? It was this one: "Another valuable substance may 
soon be mined inr this way." That gave you the Idea that 
something Important was going to folTow. 

In 1969, 9 survey showed that only 8% of the- women who were 
Interviewed believed they were not being treated fairly, 
compared to men, In the business world. The same surv^, 
repeated In 1973, showed that 40% of the women believed that 
they were being paid lower wages than men were paid for the 
same work, 30% felt they had been treated unfairly In not 
being hired or not being promoted. 

(tone) 

As yoi. lave probably noticed, you can often get Information 
which i§ speaker doesn't actually put Into words. You can 
figure t out from some of the things he does s^y. To do 
this, you have to listen carefully and think about the mean- 
ing of what you have heard. You will need to do that while 
you listen to the next few speeches. 

Muskoxen spend all their lives in the barren lands of the 
far north. They live and wander In large groups. Each male 
In the group collects as many females as possible for his 
harem. When the group Is attacked by wolves, the muskoxen 
don't run. The males form a tight circle, facing outward. 
In the centre are the females and the calves. The wolves 
find themselves looking at a row of sharp, menacing horns. 
A wolf who comes too close will probably be dead In a few 
seconds, killed by the horns or the hooves of one of the 
^ngry bull muskoxen. 



(tone) 
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The first page of a book Is always a right-hand page* and • 
an other pages are arranged accordingly. So, of course, 
the second page is a left-hand page. 

(tone) 

I want the walls and ceillr.g of the dining room painted 
light green, and the woodwork white. All the floors, except 
the kitchen and bathroom, will be covered with wall-to-wall 
carpet in a gold coloyr. 

(tone) 

The idea of getting rich quickly has always appealed to 
people. One exciting way has been to look for g(^d, silver 
and other valuable treasures in wrecked ships that have been 
lying at the bottom of the sea for many years. The work 
is difficult because the wrecks are covered with sand, and 
mud, and things that grow in the sea. Worse still, man- 
eating sharks may be near the wreck. 

Some treasure hunters have spent a great deal of time, 
effort and money, without ever, finding anything worth while. 
Others have been lucky; sometimes we read about them in the 
newspaper. However, some' searchers who find a wreck full of 
treasure don't tell anybody about It, so no one else will get 
any of the treasure before they finish getting It themselves. 

(tone) 

In a fairly long speech, much information may be given. 
Some parts will be more Important than others. Some facts 
or thoughts may be closely related to each other. In other 
words, the speech may be organized around a few main topics. 
The speaker will often help you to hear what these main 
topics are. you think about each main topic, and the 
facts and thoughts that are related to it, you wiH under- 
stand better, and remember better. 

Here Is an example of what I mean. The speaker may say 
something like this: "There are several reasons why people 
like to go fishing." (So now you know in a general way, 
what he's going to talk about.) "One reason Is the chal- 
lenge of a strong, wily sport fish. Getting him on the 
hook Is a long way frofn getting him into the boa^t." (He 
hinted he was going to give some reasons. That was one of 
them.) 

"Another reason is the sheer pleasure of being outdoors." 
(That word "another" tJ'^obably means there are still more 
reasons to come. Otherwise, he probably would have said, 
"The other reason...") Do you get the idea? The speaker 
has carefully organized his thoughts, and he is f^elping 
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you ^0 orqanue your listenino in the same way. Try 

li'. oning to the next speech in this v.'ay, oraanizinn it as 

yc. 0 along. 

SPEECH f^ZO BeaveiS, which are found in iiiost parts of Canada, have many 

enemies, Incltidtng man, who trap then) for, their valuable 
fur. One way the beaver tries to avoid his enemies is by 
staying under water much of the time. 

There are several ways In which his body is well adapted for 
staylno under water. He can hold his breath for as lona as 
15 minutes. He is able to close his nose and ears comolete- 
ly, to keep the water out, The beaver also has a third, 
inner eyelid, which he can see through; he puts this over 
his eyes to protect them while he is swimminq under v/ater. 

Another way the beaver avoids his enemies is by doing his 
work at night. 

Mis work involves cutting down trees with, his four loriq 
front teeth. All the adult beavers in the colony heln with 
the "/ork. 

l/hat do the beavers do with these trees? Well, they use the 
small branches to build their house or lodge - usually in a 
small stream or creek. If the water isn't deep enough to 
suit them, they use some of the tree Ions and large branches 

\' ~ - to build a dam. The beaver's main food is the bark of trees. 

\ 

(tone) , 

NARRATOR: I have given you several hints about oood listenina. I hope 

they have helped you. If thev did, perhaps you can use them 
in "future when it is important that you listen well. This 
is the end of the Listening Practice. 

NOTE * . 



The second part of the tape, which follov/s, repeats only the twenty 
speeches without the narration. This part should Jbe played, speech by 
speech, so that the students can check their own answers. The instructor 
should stop the tape after each speech and discuss the answers with the 
class. 
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PROJECTUAL SET : questions for "listenins practice" 



OBJECTIVE #1 



Practise good listening techniques in a' listening practice 
exercise by listening for niain ideas, ln^ortant details and 
information, directions, supporting reasons, order of details. 
Inferences and indications of how to apply Information and of 
several points to^'be made by a speaker. 



STRATEGY: 



Show the projectuals in oWer after the students have listened 
to dach question on the audiotape. Show only the questions 
for the speech that has just been heard, the other questions 
on the projectual can be covered by a card or sheet of paper. 



INTRODUCTION; He/ie an.z -t^e qixutLovHt ion, Apeecii you ftave iukt heoAd, 
An&weA Xkom on Kht LUtming Ptacttce Aimm. Ske.U in (jouJi 
Stude.nt'6 Book, 



r 
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SPEECH I 

1.WHEN IS THE NEXT NEWS 8R0A0c/sT ? 

a.AT WHAT PLACE ON THE RADIO DIAL CAN IT BE TUNED IN ? 

SPEECH 2 

1. HOW L0N6 IS THE DESK 9 
a. «0W WIDE IS THE DESK ? 
a. HOW* HIOH IS THE DESK? 

SPEECH 3 

f . WHAT tS TO BE OEUVERED ? 
a. WHEN IS THE DELIVERY TO BE MADE ? 
a WHO SAVE THE INSTRUCTIONS ? 
4. HOW WERE THE INSTRUCTIONS GIVEN ? . 



SPEECH 4 ^ 

TO 60 TO THE UOHNSON PUCOING, YOU 
1. LEAVE THIS SUILDiNO AND TURN RIGHT / LEFT 
a WALK ONE/ TWO/ THREE 8L0CK<8) 
aTHEN ^RN right/ left and 
4. WALK ONE / TWO / THREE SLOCK(S) 

SPEECH 5 

1.H0W MANY MEN WERE INTRODUCED? 
a. CIRCLE THEIR NAMES ' 

Mr. WHITE /Mi. PIKE/ Mr. PETERS / Mr. PETERSON 
a CIRCLE THE NAME OF THE LADY THEY WERE INTRODUCED TO' 
MIft EVANS /Mitt ADAMSON /Mitt ADAMS /Mttt ANDERSON 
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SPEECH 6 ' ^ ' 

1. IF YOU FOLLOW THAT SUOOESTION. WHEN WOULD YOU 

TVRN THE FILM FOR THE NEXT PICTURE ? 

2. WHY ? 



SPEECH 7 

1. WHAT HAPPENED TO THE HOUSE 9 
a. WHEN DID IT HAPPEN 9 
9. WHAT WAS WRONO, THAT CAUSED IT ? 
♦.WHOSE ACTION CAUSED IT ? 



/ . \ 

SPEECH 8 

1.WHAT TWO TEAMS WERE PLAYINO ? (Cfrda «itwart) 
EXPOS / CARDINALS / DODGERS / METS / PHILLIES 

3. WHICH TEAM WON? 
a WHAT WAS THE FINAL SCORE ? 

4. WHAT WAS THE LAST INNING WHICH THE LOSING 
TEAM SCORED? 

SPEECH 9 

1. WHICH MACHINE SHOULD BE USED TO MAKE 4 COPIES? 
(CIreiA tht ontwff ) LAI?6E SMALL 

2. IF THE WRONG MACHINE IS USED TO MAKE 4 COPIES , 
HOW MANY COPIES WILL BE PAID FOR UNNECESSARILY ? 
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SPEECH 10 

IHOW MANY HOURS A DAY ARE THE REGULAR WORKING HOURS. 

NOT iNaUOING THE NOON HOUR ? 
&WHAT IS THE REGULAR HOURLY RATE OF PAY ? 
a WHAT WILL AN EMPLOYEE BE PAID FOR A DAY WHEN HE HAS 

WORKED THE REGULAR HOURS PLUS 2 HOURS OVERTIME? 
4. WHAT IS THE REGULAR OUITTING TIME ? 



SPEECH II 

1.H0W DEEPLY 4S THE &mHO FROZEN IN SOME PARTS 
OF NORTHERN CANADA ? 

a. WHAT IS TraS FROZEN GROUND CALLED ? (Cir«l« immr) 
PERMANENT FROST / PSraMAFIH^ST / DEEP FROST 

a DOES IT EVER MELT? (Expliiifi);^ * 

4. HOUSES MUST BE BUILT IN A SPECIAL WAY TO AVOID 



/ ' ' " "" 

SPEECH 12 

1.00ES THE miARANTEE ON THE VACUUM CLEANER COVER 

mi THAT NEEDS TO BE REPLACED? 

2. HOW LONG WOULD THE GUARANTEE REMAIN IN FORCE ? 



SPEECH 13 

f.WHAT KIND OF SMOKING IS MOST LIKELY TO CAUSE CANCER 

OF THE MOUTH ? 
a. HOW MANY TIMES MORE ulKELY IS IT THAT THESE SMOKERS 

WILL GET MOUTH CANCER COMPARED TO NON-SMOKERS ? 
a ..MOUTH CANCER CAUSES DEATH IN — OUT OF CASES i 

b. WITHIN FIVE YEARS / MONTHS . (CIreti) 
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1. WHAT VALUASLE $UBSTA^fCE HAVE PEOPLE -BEEN OREOGINO 
UP FROM THE FLOOR OF THE SEA FOR MANY YEARS ? 

3.Sm€£ WHAT YEAR ? 

3. WHAT OTHER SUBSTANCE MAY SOON 8E MINED IN THiS WAY? 

4. WHERE IS THIS POSSIBILITY NOW^^Nd EXPLORED ? 

SPEECH 15 

1 IN WHAT YEAR WAS THE RRST SURVEY MADE ? 

2. AT THAT TIME, ^AT PERCENTAL OF WOMEN THOUGHT 
THEY WERE BEING DISCRIMINATED AOAINST ? 

a. IN 1973 • WHAT PERCENTAGE OF THE WOMEN WHO WERE 
INTERVIEV^ THOUGHT THEY V^RE TREATED UNFAIRLY 
AS TO HIRING OR PRO^TiON ? 

4. IN I973.^HAT PERCENTAGE THOUGHT THEY WERE. 
OlSCRIMINATEO AGAINST IN WAGE RATES, COMPARED TO 
WAGE RATE^ FOR MEN DOING SIMILAR WORK ? 



V 
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SPEECH 16 

1.MUSK0XEN TRAVEL IN LARGE GROUPS. IS EACH GROUP 
A HERD (matf* up of ttvsrai fomliift) OR i$ IT UUST ONE 
FAMILY (contolning 9 molt ond oil tlM ffemolM ha hot btcn obit 
to collect for hit horem,plut thtir colvat) ? (Clrelt) 

HERD / FAMILY 
3. WHERE 00 THE MUSKOX!*"! LIVE IN CANADA ? 
a A BULL MUSKOX CAN KILL A WOLF WITH HIS 



SPEECH 17 (Circle) 

1.PA6E 23 WOULD BE ON THE LEFT / RIGHT 

a.PAGE 31 WOULD BEoON THE LEFT J' RIGHT 

3.PAGE 56 WOULD BE 01^ THE LEFT / RIGHT 
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SPEECH 18 

1. WHICH ROOM IS TO 8£ PAtNTEO ? 
a. WHAT IS TO BE THE Ca.Oim (ff 

m, THE WAt-US ? 

THE FLOOR? 
d. THE WOODWORK? 

SPEECH 19 

|.W»CRE 00 SOME P&^»L£ tOOK FQR GOLD AND SILVER 

IN im. mP€ ^TTiNo Hm quickly ? 

2. THE TfCAStm IS i^UALLY HARD TO FIND BECAUSE OF 

b. e. I II. 

a THE SEARCH IS (^TBK DAN^I^OUS BECAUSE OF 

4. WOULD IT ^ POSSIBLE FOR SOMEC^ TO MAKE A COMPLETE 
REPORT ON ALL THE TREA^IRE FOUND IN THE ^ EACH YEAR ? 



Speech 20 , 

1 THE ^AVER IS ABLE TO HOLO HIS BREATH UNDER WATER FOR 
AS LONO AS -.^ MINUTES 

2. HE CAN MAKE ^ClAL AOiRISTH^TS TO 3 PARTS <^ HIS BODY 
FOR STAYING i^DER WATER. 

HAm. EACH PART AND TELL WHAT HE DOES TO IT. 



a. 

b. 



a THE ^AVER TRIES TO AVOID HIS ENEMIES BY 



4. BEAVERS MAKE 3 U^ OF THE TREES THEY CUT DOWN. 

THEY U^ Tl« LOOS AND LARGE BRANCHES 

b. THE SMALL BRANCHES „ 

cTHE BARK ' 

8. FROM THIS SPEECH ABOUT THE ^VER, A PERSON COULD ASSUME 
THAT THE BEAVER SLEEPS (Orclt) 
a UNDER WATER /ABOVE WATER 
b. AT NI^T / IN Tf« OArnME j 
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listening Practice Answer Sheet 



As the Instructor plays the audiotapes, listen carefully to what Is 
being said. After the. tone the tape will be stdpped and a*projectual with 
questions about the Information you beard will be shown to you. Ansv«r the 
questions In the following- blanks or circle the right answer. 



SPEECH #1 



SPEECH #2 



SPEECH #3 



SPEECH #4 



1. 
2. 

1. 

3. 

1. 
2. 
3. 
4. 

1. 
2. 
3. 



20 p.m. 
S70 



4 feet 
2% feet 
29 inches 



roees 



nest fhuraday 



Mr. Watson 



by phone 



JHght)/ left 
one three 
night /^^t) 
4. two / three 



SPEECH #5 



Mr. WhU^/ Mr. Pike / Mr. Peters Petersojj 
3. Miss Evans / Miss Adamson /(Miss Mm^/ Miss Anderson 
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SPEECH m 



2. 



SPEECH #7 



SPEECH #8 



SPEECH #9 



1. 
2! # 
3. 
4. 

1. 
2. 
3. 
4, 

1. 
2. 



SPEECH #10 



SPEECH #11 



1. 
2. 
3. 
4. 

1. 
2. 
3. 

4. 



Just before takif^ t^w nest picture 



to aooid apoiling part of the film if the lever ie 



depreaaed aooidentatly 



it aaught fire (or,burmd) 



last night 



the Qomring of the heater aard Das ijcm off 



Margaret 'a 




Jxpo^/ "Cardinals / Dodgers /^ts)/ Phillies 

Expos 

9 to e 




$5.00 



$60.00 



2600 feet 



pennanent frost /Q^rmfroBp/ deep frost 

Yea, but only to a depth Of a fm in ches 

melting the permfroat mderneath (The further esplanaHon 

about the houae ainking into the mud could be i'noluded here.) 



Sf»E£CH #12 

1. 

. 2. 
SPEECH #13 

1. 
2. 
3. 



SPEECH #14 



1. 
2. 
3. 
4. 



SPEECH 



1. 
2. 
3. 
4. 



SPEECH #16 



SPEECH #17 
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no 



6 nwtba 



4 



a. 



diannond 



19SB 



Mid. 



atom tk& sea eoaat of North AmeHea 



1969 



8% 



30% 



40% 



1. Qerj/ / family 

2. in the barren lands of the fccr nor^ (or **tmdra^ or **far 



nor^^f eta. 



3. a. 



horns 



and b. 



hoofs 




1. ^ left /(Vlghl 

2. left /(rlsB^ 
3.. CiefJ)/ right 
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SPEECH #18 



1. 
2. 



SPEECH #19 



1. 

2. 



'%mm #20 



3. 
4. 

) 

1. 
2. 



3. 



4. 



5. 



dining ro0B 



a. 
b. 
c. 
d. 



tight gjtmn 



light gyg^ 



ithite 



wreaked ehi^ on 1^ 86a bottm 



a* 
fo. 
c. 



Qond 



mud 



thinge fefcat grow in ^ aea 



no 
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a. 
b. 
c. 
d • 
b. 
a. 
b. 
c. 
a. 
b. 



oloaee it 



ears 



oloeea them 



eyee 



pute thipd eyelid ovev them 



a toying mder water moh of the time 

doing his wOvk at nifht 

to build a dam 

to build a_todge 

aa food (or '*to eat") 



under water /^ovewatej 
at night /<fn the daytl 



WHO? 



U ' 1(4- >■ 



HOW? 



WHERE ? 



? 



m 
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QUESTIONING FOR INFORMATION 



OBJECTIVES 



Students will learn and practice questioning techniques which will 
enable them to get information relevant to occupations and jobs. Specific- 
ally, students will : 

1. Use what, when , where , who , why and how questions appropriately to get 
information; 

2. Make a questioning behaviour analysis by evaluating questioning behav- 
iours demonstrated by another person; 

3. Evaluate answers to information-seeking questions and determine which 
additiofial questions are required to further define or clarify the 
information requfred in 3 particular situation; 

4. Demonstrate proper and appropriate questioning techniques, the ability 
to get information effectively, and good attending behaviours in given 
role-play situations. 



OVERVIEW 



By listening to taped models of questioning behaviours, students evalu- 
ate performance of questioners. A series of programmed exercises are included 
to provide experiences with the 6WH questions. After being exposed to these 
skills, role-play activities follow to provide simulated situations for prac- 
tice. Questioning techniques developed here are intended to support activities 
associated with getting occupational information, identifying job openings and 
information,, and getting information In job interviews. The topic is broken 
into two units; 

'Unit 1 - Questioning Techniques Includes progranmed exercises on the 6WH 
questions, and the taped questioning behaviour model and 
analysis. 

Unit, 2 - Questioning Practice first introduces the student to role-play 
situations and then provides a series of role-plays designed 
to simulate experiences which will be required in later parts 
of the course and to evaluate questioning and listening skills. 
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EVALUATION 

Students complete the programmed exercises, and they rate the question- 
ing, listening and attending behaviours of other students and themselves. 
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UNIT I : QUESTIONING TECHNIQUES 



OSJECTiV^S 



1. Identify, evaluate and use who and what questions in obtaining 
information; 

2. Identify, evaluate and use when and where questions in obtaining 
information J 

3. identify, evaluate and use how and wh^ questions in obtaining 
infortnation; 

4. Evaluate questioning techniques denwnstrated on an audiotape with 
respect to effectiveness in getting information. 



LEARNING ACTIVITIES 



1. Exercise 1. Do the programmed exercises: Using What And Who Q uestions; 
^slng When And Where Questions; Using How And Wh;^ Questions. 

Student's Book: Programnmd Exercises 

2. Exercise 2. Listen to Quest ion/ Answer ^todel No. 1 audiotat>e and fill 
in the check list that accompanies it. 

' Student's Book: Question/ Answer Check List A 

3. Exercise 3. Listen to Quest ion/ Answer Model No. 2 audiotape and fill 
in the check list that accompanies it. 

Student's Book: Question/Answer Check list B 

Questioning Skills Record 



o 

ERIC 



46 



EXERCISE 1. 

PROGRAMMED EXERCISE ; using ^mr and "^O " questions 

# 

When you have completed this progrean you will be able to identify . 
and use questions which seek Information that answers what and who type 
questions. 



FRAfC 1 

1. Questions seeking Information about a thing or an event are 
called what questions. 

2. Questions asking for the name of a f?erson . persons or organization 
are called who questions. 

3. Identify the following as what or who questions by inserting a 
checkmark (/') under' what or who: 









WHO 


a. 


Name of person 


1 1 


L_l 


b. 


An event 


L_J 


n 


c. 


Name of organization 


1 1 


1 1 


d. 


Names of people 


1 1 


m 


e. 


Thing that happened 


l_l 


1 1 



PLEASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR" FRAME 1 . 
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Correct responses: 

FRAME 1 WHAfXb and e 

t-mo - a , c and d 



FRAME 2 



1. Ouestions seekinq information on what or who do not necessarily have 
the word$ >hat or who In then. For exaripTeT "What education do you 
have?" and, "Do you have Grade 10?" are both what questions because 
they seek Information about a thing or event. "TT the same way the 
following are both who questions; "Who went with you?** and, '^What 
is his name?" because they are seeking the naae of a person. 

2. Identify the following as what or who questions; 







WHAT 


WHO 


a. 


What is your age? 


LJ 


n 


b. 


Are you^over 40? 


n 


L3 


c. 


Who is he? 


1 ,1 


1 1 


d. 


Which agency did you phone? 


LJ 


1 1 


e. 


Did you visit a doctor? 


□ 


l_l 


f. 


What is his name! 


LJ 


□ 


g. 


What did he advise? 


1 1 


n 




1. Infonnation-seeking qi^stions may deal with the past, the present, 
or the future; 

a. .Questions seeking information about a thing or an event 
are called what questions. ' 

b. Questions seeking the nmm of a* person , persons or 
onianization are called who questions. 
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Identify the following as what or who questions: 

WHAT. WHO 

a. How much did it cost? \ . 1 ( t 

b. What is your monthly payment? | i \ 1 

c. What store did you buy it from? | I I J 
.d. Will they repossess it? \ I \ \ 

e. Who else do you plan to sefe? I I 1 I 



PLEASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR FRAMES 2 AND 3. 
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Correct responses: 

FRAME 2 WHAT - a, b, e and g 

WHO - c, d and f 

c 

FRAME. 3 WHAT - a, b and d 

WHO - c and e 



FRAME 4 

1. Many information-seeking questions are of neither the what nor who 
type. For this program we will identify these as othfer types. 
Questions seeking information aboiit how , why , when or where will 
be other types, 

2. Identify the following as what , who or other types: 







WHAT 


HHP 




OTHER 


a. 


An event which happened. 


r 




(• 


J 


l__J 


b. 


When did the event happen? 


1 


1 


L_ 


J 


i i 


c. 


Who did it happen to? 




1 


iz 


n 


1 1 


d. 


Where did it happen? 


L 


J 


LI 


1 


LZJ 


e. 


Who is he? 


1 


1 


i 


1 


1 I 


f. 


Did he sa^y anything? 


! 


1 


I 


1 


1 1 


g- 


Why did he do it? 


L 


.! 


! ■ 


1 


LZJ 




. FRAME 5 












Identify the following infonnation- 


-seeking questions: 










WHAT 


WHO 




OTHER 


a. 


What happened? 


l_ 


1 


!_ 


1 


•L_J 


b. 


Who did you fight with? 


1 




C 


1 


■ 1. ,1 


c. 


When was the fight? 


L_ 


,1 


l_ 


] 





V 
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Did he see a doctor? 

e. What is his name? 

f . When do you go to court? 

g. What Is the charge? 

h. Which legal firm 1$ 
representing him? 



VftiAT 


WHO 


OTHER 


1 1 


L_l 


1 1 


1 1 


11 


1 1 


LJ 


LJ 


L_J 


CZ3 


m 


cn 






1 — 1 



PLEASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR FRAf€S 4 
AND 5. . . 
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Correct responses: 
FRAME 4 

« 

FRAT^E 5 



WHAT - a and f 
WHO - c and e 
OTHER - b, d and g 

WHAT - a, d and g 
WHO - b, e and h 
OTHER - c and f 



If you have any questions about this program, please check with 
your instructor. When you are satisfied that you can recognize what 

who questions, you are ready to ask questions in Unit 2 role^^^ 
playing situations with a fellow student. 
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PROGRAMMED EXERCISE: USING "WHEN" and "where" questions 

When you have completed this program you will be able to Identify 
questions which seek Information or clarification, of the follovinq 
types: 

a. When questions. 

^* Where questions. 

c. Other questions which are neither when nor where . 

FRAME 1 

^« When questions seek information about a time or occasion , 

2« Where questions seek information about a place or position . 

3. Identify the following as when or where questions by Inserting 
a check mark (✓) under when or where . 

WHEN WHERE 

a. The place It happened. \ \ | \ 

b. The time it happened. ( 1 | | 

c. The occasion. . I 1 | | 

d. The position. } i j 1 



PIEASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR FRAf€ 1 . 
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Correct responses: 

FRAME 1 WHEN - b and c 

WHERE • a and d 



FRAME 2 

f 

When or wher e information-seeking questions do not necessarily have 
'the words when or where In them. For example, "When did the accident 
happen?" and. "At what time did the accident happen?", are' both when 
questions because they are seeking Information about . a time or 
occasion. In the- same way, the following are all where questions: 
"Where did the accident happen?"; "On what street did the accident 
happen?" and, "What was the exact location?" because they are seeking 
a place or position. 

♦ 

2. Identify the following as when or where questions: 







WHEN 


WHERE 


a. 


Where did you go? 


L 


-J 


nil 


b. 


What cities did you visit? 


L 


13 


1 — 1 


c. 


On what occasion did this happen? 


[ 


.1 


1 1 


d. 


When did you return? 


L 


;,i 


cm 


e. 


At what time In the evening did 
It happen^ 


L 


-I 


r — 1 



i 



, FRAME 3 



1. Information-seeking questions may deal with the past, the present 
or the future, as shown: 

a. when (time or occasion) something happened , happens , or 
will happen . 

b. where {place or position) something happened , happens , or 
will happen . 
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Identify the following as when or where questions: 







WHEN' 


WHERE 


d « 


What wes the address? 


CD 


j — 


— 1 
1 


K 

D. 


At what tliae do you start work? 


czu 


1 


1 


C. 


Where are you going? 


r 1 


i 




d. 


What will your address be next 
March? 


m 


1 


1 


6. 


On what date did you buy the TV? 


1 1 


f :;: 


"1 


f. 


When are you going to see the 
doctor?* 


1 :i 


1 


■■■| 



PLEASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR FRAMES- 2 
AND 3. 
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Correct responses: 

-fRAME 2 t^£N - c. d and e 

WHERE - a and b 

FRAME "3 mm - b« e and f 

WHERE " a, c and'd 



FRAME 4 



1. Many Information -seeking qi^stions are of neither the when nor 
wherg^ types. For this program we will Identify these as other 
types. Questlot^ seeking information about what t who « how or 
why^will be shown as other types. 

2. Identify the following as whgn, where or ailisr types: 



mm WHERE OTHER 



a. 


What happened? 


1 1 


1 




I_ 


-2 




Who saw it happen? 


LU ■ 


1 


:„i 


1 


=] 


c. 


^Where were you? 


□ 


1 


: 1 


1 


1 


d. 


How does -it work? 




i: 


■ 1 


1 


: :i 


e. 


What is the address? 


m 


1 


1 


r 




f. 


Why do you have to go there? 




L 


I 


1 


1 


g. 


When do you go? 




i: 


, 1 


l: 




h. 


At what time is the appointment? 




1 


ZD 


L 





FRAME 5 

1. Identify the following information-seeking questions: 

WHEN WHERE 

a. Did he give a reason? ' | 1 { I 



ERIC 



OTHER 

CZ3 
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WHEN 


MRS 


OTHER 


b. 


.What was his reason? 


t I 


i: 


I 




c. 


Where do you go next? 


1 ,1 


1 1 




d. 


Why are you going. there? 


I 1 


i_ 


J 


r: J 


e. 


Who told you that? 


rzi 




'1 




f. 


How did you get the loan? 


1 1 




' " ■■1 
1 


.a 


9. 


When- will you be old enough? 

f 


CJ 




1 


1 1 


h. 


What happened?. 


1 1 




1 


cu 


1. 


What do you have to do to get 
on an electrician's course? 


1 I 




n 


1 — 1 


J. 


What is the address? . . 


1 1 




1 


V " 1 


k. 


When do you go? 


LJ 


L 


...\ 


1; .:) 


1. 


At what time did it happen? 


LJ 


1; 






m. 


Did he tell you when to go? 


m 


L 


_j 


L . : 1 



PLEASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR FRAMES 4 
AND 5. 
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1 

i 



Correct responses: 
FRAME 4 

FRAME 5 



WHEN - g and h 
WHERE - c and e 
OTHER - a, fa, d and f 

WHEN - g, k and 1 
WHERE - c and j 

OTHER - a, b, d, e. f , h, i ^nd m 



If you have any questions about this prograni please check with your 
Instructor. If^hen you are satisfied that you can recognize when and where 
questions, you are ready to ask questions in Unit 2 role-playing situations 
with a fellov; student. 
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PROGRAMMED EXERaSE = USING "HOW" mQ "why" questions 

When you have completed this progrsn, you will be able to Identify 
questions which seek Infonnatlon or clarification, of the following types: 

1. How questions « 

2. Why qirestlons. 

3. Other questions which are neither how or why. 

FRAME 1 

1' questions seek Information about the manner or way . 

2« W!jx <?uest1ons seek Information about the purpose or reason . 

3. Identify the following as how or why, questions by inserting 
a check mark {^) under hew or why . 

HOW WHY 

a. The reason [3] CI 

b. The manner \ | | | 

c. The way □ □ 

d. The purpose C] d 



PLEASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR FRAME 1 . 
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Correct responses: 

FRAME 1 HOW - b and c 

WHY - a and d 



FRAME 2 



1. The following may help you to understand the difference between 
how and wh^ questions: 

a. How do you make a flame with a match? You could answer 
5y"saying that you have to rub (or strike) the match 
against a rough surface. In other words, you have stated 
the way (how) a match will make a fl^e. 

b. Why^ does a match burst into flane when it is nibbed against 
a rough surface? You could answer by saying that it takes 
heat, fuel and oxygen to create fire. When the match head 
(fuel) is rubbed (causing heat) in the air (oxygen), it 111/^ 
burst into flaane. This explains the reason (why) a match / 
will make a flame. 

2. Identify the following as how or why questions; 







HOW 




a. Why 


did you build a house? 


□ 




b. How 


was it built? 






c. Why 


are you taking this course? 




□ 


d. How 


is this course operated? 






e. How 


did he behave? 


□ 




f. Why 


did he behave that way? 


□ 


□ 



FRAME 3 



1. 



How or why information-seeking questions do not necessarily have 
the words how or wh^. ^" them. For example, "How do you get home 
from work?Tand "^what way do you get hone from work?", are 
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ho*t questions because they are seeking Information about a 
manner or way. In the siBne way the following are both wh y questions > 
"Why did the accident happen?", and "What was the reason for the 
accident?" because they are seeking information about a reason or 
purpose. 

Z* Identify the following as h^ or why questions;. 







nvjw 


UHV 
wn T 


a. 


How are you going to get the 
money? 


□ 


n 


b. 


In what way will you obtain the 
necessary credit? 


□ 


o 


c. 


How are you? 


□ 


□ 


d. 


What was the reason for the 
fi^ht? 


□ 


□ 


e. 


Why did they argue? 


□ 


□ 



s 



PLEASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR FRAMES 
2 AND 3. 
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Correct responses: 
FRAME 2 

FRAME 3 



HOW - b. d and e 

UHY - a. c and f 

HOW - a, b and c 

WHY - d and e 



FRAME 4 



1. Infomation-seeking questions may deal with the past, the present 
or the future, as shown: 

a. Ho\' (in what manner or way) somethtnn happened, happ ens , 
or wil \ happen . 

b. Why (purpose or reason) s&uething happened, happens , or 
win happen. 

2. Identify the follo^N/ing as how or why questions: 





HOW 


WHY 


In v'hat vay did it happen? 


□ 


n 


For what reason do you plan 
to do that? 


□ 




How does your boss behave to 
you? 




□ 


In what way did your fellow 
workers treat you?. 


□ 


□ 


What was the reason for their 
behaviour? 


□ 




What do you have to do to get 
on a trades course? 


□ 




What is your purpose in taking 
a trades course? 


□ 


n 



I 



/ 
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FRAME 5 



1. Many information seeking questions are of neither the how nor 
wh}(..types. For this progfira we will identify these as" other 
types. Questions seeking infoiroation about what , who. wHenT 
o*" w^y^ win be considered other types. ' 

2. Identify the following as how, wh^r or other types: 









wnT 


HTUCD 

UlntK 


a. 


What happened? 






1 1 


b. 


Who saw it? 


□ 


□ 


1 — 1 


c. 


How did it happen? 


□ 


□ 




d. 


Why did he do that? 


□ 




1 1 


e. 


When did he do that? 


□ 


□ 




f. 


In what way does it work? 


□ 




1 — 1 




What's your reason for being 
late? 








h. 


Did he give any reason for 
his action? ' 






1 1 


1. 


What was the reason? 


□ 




i 1 



PLEASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR FRAMES 

4 AND 5. 



ERIC 
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Correct responses: 
FRAME 4 

¥ms. 5 



HOW - a, c, d and f 
WHY - b, e, and g 

HOW - c and f 
WHY - d, g and 1 
OTHER - a, b, e and h 



FRAME 6 

■\ 

1. The word "h&t" sometlstes appears In what questions. For exsnple, 
the questions. "What was the price?", and *'How much did it cost?". 

. are both what questions. R^i^nber that a how, question is trying 
to get information about the manner or way. 

2. identify the following as how , why or other questions; 







HOW 


WHY 


OTHER 


a. 


How n^any' people were at the 
party? 


□ 


□ 


[ZH 


b. 


How did it happen? 


□ 


□ 


i 1 


c. 


How do you get there? 


□ 




11 


d. 


How far is it? 


□ 




1 ! 



FRAME 7 

1. Identify the following information-seeking questions: 







HOW 


WHY 


OTHER 


a. 


Why are you mad at Bill? 


□ 


□ 


1 I 


b. 


What did he do? 


IZZJ 




CD 


c. 


Did he give a reason? 






1 — 1 



r 6. 

le give? 









wn I 


U 1 nun 


d. 


What reasor^ did he give? 

* 


□ 




1 1 


e. 


Have you discussed this with 


i i 


1 i 

1 \ 


i \ 


T • 


rinou Wr.s yvUi reckon Tor 

.talking with her? 




LJ 




g. 


Where does she work? 


□ 






h. 


How do you get ther«? 


□ 


f 




1. 


Why should I go there? 


□ 


□ 




j. 


In what manner are. they 
Involved in this 
problem? 




1 


1 — 1 



PLEASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR FRAMES 
6 AND 7. 
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Correct responses: 
FRAME 6 

FRAME 7 



HOW - b and c 
OTHER - a and d 

HOW - h and j 

WHY - a, d, f and i 

OTHER - b, c, e and g 



If you have any questions about this program, p;iease check with your 
Instructor. When you are satisfied that you can recognize how and why 
* questions, you are ready to ask questions In Unit 2 role-pliyTng situations 
with a fellow student. 
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CXERCISE 2, QUESTION/ ANSWER MODEL NO. 1 



Here is the complete script for the audiotape of Question/Answer Model 
No.. 1- The tape tells the students when to fill in Ouest ion/Answer Check 
List A. ' 



Script Of The Audiotape Quest ion/ Answer Model No. 1 



-We ask questions every day. Some are little friendly questions like asking 
"How are you?" when you meet a friend. The person usually answers "Fine, 
thank you." or "Very well, thanks." even if he isn't well at all.' Then he 
asks you the same question, and you ceply the same way. The aim of these 
questions is just to show a friendly attitude, not to get information. 

However, if I'm in the hospital, and my doctor asks, "How are you?" he 
raally wants to know. 

When the questioner is trying to get ihformation, we say he is asking 
"information-seeking questions". Those are the kind of questions you will 
need to use when planning for your employment, so they are the kind of 
questions you will be thinking about -t«d- practising in this unit. 

" Questions are usually intended to bring answers, so we'll want to do 
some thinking about answers, too. 

For instance, an answer may tell us a fact, or an opinion. The next 
voices you hear will give an example: 

Voice 1: Do you know what time Anderson'*s Radio Repair closes? 
Voice 2: At 5:15. 

That answer, of course, is intended as a fact. We'll assrmeit's correct. 
Any answer tliat is definite, will be taken as a fact^answer. What about 
this example: 

Voice 1: Do you think Anderson's is a good repair shop? 
Voice 2: Yes, I think so. 
And that is an opinion. There, the questioner was asking for an opinion. 

But let's listen to this example, on a different subject: 

Voice 3: I wonder why Jack isn't here? Doesn't he know we changed the 
meeting from tomorrow to today? 

Voice 4: Surely, he must know. 

Did the question ask for a fact? ...yes. Was the answer definite? ...not 
really. This answer would have to be called an opinion. 

In a case like that, the questioner usually asks another question, or 
several questions. ' 

Voice 3: Who phoned him? 

Voice 5: I phoned his house last evening. 
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Voice 3: Did you speak to Jack personally? 

Voice 5: No, I left the message with whoever answered the phone. 

« 

We still haven't heard whether Jack got the message; however, we are now 
aware that he may not have. 

Sut lei's examine the last two answers more closely: 

Voice 3: Who phoned him? 

Voice 5: I phoned his house last evening. 

Is this a fact answer? ...Yes. 

Voice 3: Old you speak to Jack personally? 

Voice 5: No, I left the message with whoever answered the phone. 

Is that a fact answer? ...Yes. So let's r«n«nber that fact answers can 
leave us still without the Information we're trying to get. 

As we just heard, an. answer may lead to other questions. Some 
answers should be followed up. Let's suppose the conversation about 
Anderson's Radio Repair had gone this way: 

Voice 1: Do you think Anderson's is a good repair shop? 

Voice 2: It must be. Everyone goes there. He always 
has more work than he can handle. 

Now, If you had a radio which you depended on, using every day, and it 
needed repairing, and you heard this answer, what would you want to 

know next? Of course you'd want to know how long Anderson's 

.would keep your radio. Those wtirds, "He always has more work than he 
can handle" would make you wonder. 

I" 11 mention one more point. A questioner will get farther if he 
makes every question count. Suppose there are five items of information 
which would be useful to the questioner. If he can draw out all items 
with five or six questions, then he can get on with the business of using 
the Information he has obtained. If he asks forty Questions to get these 
five bits of information, he's not doing so well . Of course, if the other 
person is trying to keep the Information back, forty or fifty questions 
might be required; but even In that case, if the questioner plans his 
questions carefully, listens carefully to the answers , and follows up 
answers that should be followed up, he will get more infonnation wi thout 
asking any more questions than necessary. 
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How Jot's listen to Jo€ questloniny his friend. Bill. Probably parts 
of this conversation will remind you of sonte points we have lust tait-d 
about. .First, we hear Bill say, 

< 

tnll: Helen's a qreat wife, and I think a lot of her,, as 

you know, but she's driving me crazy with her njunibling. 

Joe: When did Helen start munibling? 

Bill: J don't know. She used to^ speak in a low voice but 
very clearly. Now she oftin munbles when she talks 
tn me. . We used to |iave qood talks when I cajfle home 
from work. Now I can hardly hear her because of 

hpr mipibling. 

Joe: Who else has complained about her musnbling? 

Bill: 1 don't know, but I'm sure everyone must have 

difficulty understanding her. I'm worried about 
the kids. She helps them with their school work, 
and if they can't hear her, they're just QO ng to have 
trouble. Jane, especially; she just barely passed 
Grade 3 last year. 

Joe: {In a low voice.) Have you spoken to Helen about 
her mwnbling? 

Bill: Eh? What did you say? 

Joe: Do any othe;- people mumble when they talk to you? 

Bill: Well, you did a minute ago. My foreman at work atso 
mumbles quite cften. It's noisy with all the machines 
going, and I often have to ask him to repeat his in- 
struct'ons. I don't know why people can't talk with- 
out miOTblmg. 

Joe: Does the foreman's mimbling have any effecl; on your 
job? 

Bill: It certainly does! Just the other day he bawled me 
out because I cut a piece the wrong length. If he 
. had spoken clearly v/hen he told me the. size he wanted, 
I wouldn't have made it wrong. 

Joe: When was the last time you had your hearing checked? 

Bill: What do you mean? There's nothing wrong with my ears. 
I could hear you perfectly, except for that one time 
when you mumbled. 

(Fade out.) 
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Narrator: 

Now let's talk about how well Joe did with his questioning. You will 
need Question/Answer Check List A for Unit 1. Please stop the tape ur^til 
everyone Is ready. J 

( Stop tape ; get Quest Ion/ Answer Check 11st A . 



1 Start tape . 



The Check List contains items of Infomatlon that Joe needed In order 
to discover what Bill's trouble really was. There Is ajsox at the left to 
check off each'ltem as Joe obtains It. We'll listen to each>a1r of ques- 
tions and answers 'again, and then decide how the form should be filled out. 
First of all. If you haven't read all the Itension the Check List, please 
stop the tape and do that now. 

r" Stop tape while students read the Check List. 



. 1 Start tape. 



Here are the fli^t question and answer. 

Joe: When did Helen start munbling? 

I don't know. She used to speak In a low voice but 
very clearly. Now. she often mumbles when she talks 
to me. We used to have good talks when I CeHne home 
from work. Now I can hardly talk to her because of 
her mumbling. 

Narrator: * 

Joe didn't find out "wh^n Helen started mumbling", but he did 
encourage Bill to go on talking about his probl^, and discovered that 
' Bill now can hardly talk to his wife at all . Should we mark that in- 
formation on the Check List? ....It concerns BMl's family reljation- 
shlp, doesn't it?. So let's put a check mark In the box to the left of 
Item "e" 

Let's go on.... 

Joe: Who else has complained about her mumbMng? 

Bill: I don't know, but I'm sure everyone must have 

difficulty understanding her. I'm worried about 
.the kids. 'She helps them with their school work, 
and if they can't hear her, they 're, just going to have 
trouble. Jane, especially; she just barely 
passed Grade 3 last year. 



Bill: 



i 
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flarrator:' ' . ' ' 

Here, Joe asked for facts, but the answer he received was an opinior 
However. It told Joe that Bill apparently had no. proof that others had 
difficulty in understanding Helen. So let's check Item "a" In .the form. 

• • • • • • ' 

(In a .low voice.) Have you spoken to Helen about 
her miBTibllng? 

Bill: Eh? What did you say? 
Narrator: ' * 

Joe is being very clever here. He's asking a question in words, 
but he is also testing Bill's hearing.* He didn't get an answeK to his 
words, but he discovered that Bill couldn't hear hirn when he spoke In 
a low tone of voice. Now we can check Item »b" 



Joe: Do any other people mwnble when they talk to you? 

Bill: Well, yoQ did a minute ago. My foreman at work 

also munbles quite often. It's noisy with all those 
machines going, and I often have to ask him to 
repeat his instructions. . I don't know why people 
can't talk without mumbling. 



Narrator: 



Joe didn't repeat his previous question — perhaps to see' if Bill 
had heard enough of it to realize it hadn't been repeated. Besides. ^ 
Joe probably assumed by this time that Helen must be aware of Bill's 
problem. . . , . 

But now Joe is learning that Bill has" difficulty understanding other 
people too. We can check off Item V, ' 

Have you noticed how systematically Joe has done his questioning? 
He has suspected almost from the start that Bill's hearing was getting 
poor, and his questions have been chosen to find out if that is true. 

Now he learns that Bill has trouble hearing instructions given to. 
him at work. Let's s,ee how he follows th^s up. 

Joe: ' Does the foreman's mumbling have any effect on your 
job? 

BUI: It certainly does! Just the other day he bawled me 
out because I cut a piece the wrong length. If he 
had spoken clearly when he told me the size he wanted, 
I wouldn't have made it wrong. ' 
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Narrator: 

When Bin mentions his foreman, Joe apparently begins to wonder how 
badly BilTs problem may be affecting his work. This might be very serious 
for Bill. 

The answer shows how serious it i%. let's check off Item "d" 

Up to now, Joe has appeared to go along with Bill in the assumption 
that other people are mumbling, and he's been getting a lot of information 
from Bill. Let's hear what happened next. 

Joe: When was the last time you had your hearing checked? 

Bill: What do you mean? There's nothing wrong with my ears. 
I could hear you perfectly, except for that one time 
when you mianbled. 

Narrator: 

Joe didn't get a direct answer to his question, but from what Bill 
just said Joe will probably assume that Bill has not had his hearing 
checked. We can probably assume the same thing, so let's check off 
Item "f" 

Sometimes a series of questions will result in general items of 

information which cannot be attributed entirely to any one Question. 

What did Joe find out with his series of questions? Well, Joe now knows 

that Bill has a hearing problem but isn't aware of it. If Joe wants to 

help Bill, perhaps the mst difficult thing he must do is to -convince 

Bin that the trouble is in his hearing, not just in the way other people 

speak. This is valuable information for Joe. So let's check off Item 
II -II 

\^ • • « • • « 

At the bottom of the form there is a place for scoring the results... 
We would have to score Joe's questioning performance as "Very Good" , so 
let' J write in those words on the line beside the word "Score" 

This is the end of Question/ Answer Model No. 1. 
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OUrST I ON/ A,- iSWER CHECK I I ST A 

f. . 

(To Accompany Ouestion/Ansv/er ?-1ode1 No. 1) 



< u • 

f 


1 1 


offpf^ nroof that othprs r^n't I^Bt^r HpIoh 


! " h . 


Bin 


cannot hear I'ords S3i^i in a lov; voici:. 






3s d^^^icultv understandi nn other ueoolp, too. 


1 


Tie 


mu!)1gi/. is tffpctinu QiIVs work. 


; 1 e . 


ThG 


->ro!)let'i is affectinn Bill's family rolationshi n. 


f. 


Rill 


has not had his hearinn checked. 




Dill 


doesn't believe his hearinq is impaired. 

if 



Scoring: (Circle) 

6-7 Very Good 
4 - 5 Good 



3 Fair 



1 - 2 Poor 



CXERCI,.5E 3. n UESTION/ANSWER VWil NO. 2 

Here is the complete script for the audiotape of Question/Answer Model 
No. 2. The tape tells the students when to fill in Question/Answer Check 
List B. 



Script Of The Au diotape Question/Answe r Model No. 2 

Narrator: 

^ You are about to hear a conversation between Mary Phillios and Ann Reid 
Mary is trying to decide whether to accept a position in the office of the 
Sutherland Brothers Plumbing Company. She heard last evening that two girls 
had left there in the last. month. This made her wonder If there was some- 
thing wrong with the job. • She also heard that the last girl was the cousin 
of Evelyn Smith, who was a neighbor of Mary's. So Mary phoned Evelyn and 
said she was considering this position and would appreciate a chance to 
discuss it with her cousin who had recently worked there. Evelyn invited 
Mary and the cousin over that same evening, and then left the two girls 
alone to talk. We hear Mary say, 

Mary: It's good of you to see me, Ann. 

Ann: I hope I can help you to decide.. Sometimes It's difficult 
making.. decisions of this kind. What' would you like to know? 

Mary: Wei 1 . maybe you'd tell me what the Sutherland Brothers are 
like to work for. 

Ann: They're both very nice people. Mr. Fred Sutherland has more 
to do with the office work; Mr. Dale Sutherland spends most 
of his time out on the jobs. 

Mary: What were the office conditions like — was the office too 
draughty or noisy? " 

Ann: It was quite comfortable, and they have good office equipment 

Mary: How were the hours? Was there much overtime? 

Ann: The hours were pretty good. When the month-end came, I had 
to work one evening till seven o'clock. 

Mary: How long were you there - two weeks? 

Ann: Actually, 9 working days. 

Mary: ' Did you get any idea of what the work hours would be over the 
whole period of a month? 



Ann: 



They said th^ month-^end overtime was normal, and there 
probably wouldn't be any overtime except at the month -ends. 
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Did you feel the salary was fair enough? 

It was rather low to start with, but they said if 
my work was satisfactory I'd have a raise in six 
months. It seemed fair. 

W!iat ^bout the work itself? They told m it would 
be interesting because of the variety. 

That's right »- you do a little of everything, 
except the plumbing! There's bookkeeping, typing; 
filing, answering the telephone, and meeting 
customers who come into the shop. 

It all sounds "as if Sutherlands is a pretty good 
place to work. 

m 

I think it is, 

4 

(After a pause.) Ann, I don't like to ask personal 
questions, but I can't help wondering why you left 
so soon. Is there something else I should know before 
I make my decision? 

(After a pause.) , maybe I should tell you the 
whole story. The fact is, Mary, I just couldn't do 
the job well enough. When I was hired, I expected 
to do a lot of typing and a little bookkeeping. It 
turned out to be the other way around. I should 
have checked on that before I took the job. I worked 
hard, but I'm no whizz at figures, and after a few 
days I couldn't take it any longer. Mr. Fred was 
very kind and helpful. He urged me to try it for a 
month, but I knew I'd never be happy doing something 
I wasn't really good at. 

So the job was O.K.. but it wasn't the kind of work 
you wanted. 

That's right. You might be quite satisfied there. 

What about the girl who worked there before you? Did 
you know her? 

I met her the first morning. She stayed tha^ half-day 
to show me where things were ^nd what to do. 

Do you have any idea why she left?' 
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Ann: Yes, she only took the job to help them out. She 

worked there for several years before she was married. 
Now she has two small children and she doesn't want to 
work until they start school. I thought she'd fill in 
again when I left, but I hear one of her children was 
sick and s^ie had to take care of him. I feel guilty 
about leaving them without anyone this week, but Mary, 
after nine days I was having nightmares about figures. 

Mary: Well, don't feel guilty any more, Ann. I like book- 
keeping, and to be honest I'm no whiz^ at typing. 
I'll phone Sutherlands tomorrow morning and c,ell them 
I'll take the job. I can't tell you how much I appre- 
ciate all you have told me. 

Ann: I was glad to help. Let's find Evelyn I'll bet she 
has the kettle ready to make tea. 



(Fade out.) 



Narrator: 



Mary asked 12 questions. She got a great deal of information at 
the start, but it didn't satisfy her need to find out why both of the 
other gir s had left so soon after being hired. Ho^^ver, each question 
that didn t bnng the explanation told her she had to try again. 

The important question in her mind was a very personal one 
Evidently she felt one shouldn't iimediately ask that question of some- 
one who is almost a stranger. By asking about the Sutherlands, the 
office, the hours, the salary, and the work, she hoped to hit on the 
reason. When that didn't happen, she finally asked the question in a 
direct way. 

Now you will need Question/Answer Check List B . Please 
stop the tape until everyone is ready. 

Stop tape; ciet QuastionT^swer Check List B. J 



i Start tiFeT 



Will you pl2ase fill out the form, putting a check mark coposite 
each item of information which Mary obtained. You can probably remember 
each one, but if there is any doubt, yog can turn the tape back to the 
beginning and listen again. Please stop the tape rrow. 
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Stop tape. Turn it back to replay the conversation if this is 
necessary for completion of the Check List; then use^^st for- 
ward" to return to this place on the t^pe. 



I assume you checked off all the items on the list, so once aqain we 
^•^ve a Very Good score. Did you write it at the bottom of the page? .... 



Stop tape. The next part of the tape tells the students how to 
fill in the Q uestipnino Sktlls Record . It follows In their 
books imnediately after Question/ Answer Check List B. The stu- 
dents should look at it while they listen to the rest of the 
tape. 



Start tape. 



Narrator: 

The next thing we have to consider is the Questioning Skills Record . 
Look at the form under Quest ion/ Answer Check List B in your books. How well 
did the qu§Htioner, Mary, in the Question/ Answer Check List B ask her 
questions? We know that she got a' "ne information noted on the check list, 
but jiqjtf we want to consider some of ine ways she did it. 

The first question asks, "Did questions bring out the who and what 
answers?" Did Mary find out all she ws^ited to know about tRF"peorle con- 
cerned - about the Sutherland Brothers and about the girl who worked at the 
lob before Ann did? Did Mary ask good who questions? Did Mary find out 
what the office and the job were like? "l^Td she ask good what questions? I 
think we would have to answer "yes" to these questions and give her a check 
mark in the Very Good column. 

The second question asks about vtUen and where answers. Mary soon 
found out when she might have to work overtime and liow long Ann worked on 
the job. She easily found out all the when information that she needed, 
and she obviously did not need to ask any where questions. Again, we can 
give her a mark of Very Good . 

The third section of the Questioning Skills Record asks about whj^^ and 
how answers. Mary's big problem was to find out why both Ann and tRe girl 
Before her had left the job with the Sutherla;id5. Did she find out why? 
She certainly did. Ann left because she did not like bookkeeping; she was 
no good at figures. The earlier giirl had taken the job only to help the 
Sutherlands, and she did not intend to stay long on it. When one of her 
children became sick, she left. Mary did not need any how answers and so 
she did not ask any questions with how . ^Her wh;^ questions were Very Good . 
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The fourth question asks, "Were questions related to the^ituatlon?" 
You should be able to answer that easily." Did Mary ask nuestio\ns about 
other subjects? No, she not riqht dov/n to bu<;iness and found oqt exactly 
what she needed to know about ihe job-. Vou "should mark her ratJnq Very 
Good. / "^"'^ 



The next question asks If the questioner, Mary, showed good listening 
skills by follov.iig up on leads. Most of the answers in the conversation 
were so definite and clear that there wasn't much^ to follow up. The only 
answer that seemed doubtful v^as the first answer about working overtime, and 
Mary did follow that un quite well. Again, the mark should be Ver y Good . 

The last question asks if the questioner used good attending behaviours. 
Since we didn't see Mary's performance, we do not know if she us fed good eye 
contact or whether she followed the conversation with gestures and body 
attitude. However, we did hear her use one of the attending behaviours once 
rtear the middle of the conversation and once near the end. Do you remember 
where Ann described the different jobs she had to do... a bit of everything 
except the plumbing? Mary showed that she was following the conversation by 
replying, "It all sounds as if Sutherlands Is a pretty good place to work." 

Later, when Ann explained why she had given up the job, Mary said, "So 
the job was O.K., but it just wasn't the kind of work ^ou wanted." Do you 

remember the name we used for that kind of response? We called it 

"reflecting back" the other person's words or thoughts. Which was reflected 

In this case?. T^e lirt^ughts, put Into different words. Also Mary 

clearly put Ann at ease, because Ann replied freely even when Mary asked her 
a 'ery personal question about why she left the job. Check the rating that 
you think Mary should get on her attending behaviours. I think I ^uld rate 




This is the end of the Questioning Skills "Record. 
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QUESTION/ANSWER MODEL #2 



Listen to this tape. Pay attention to the nuost!on5 and anmer^. .■.'hen 
the narrator asks you to, stop the taoe ind aet ready to u-ic iue';tion//insuer 
Check List B. Use this form: 



Ouestion/Answer Check List B 




CD 



a. 

b. 
c. 
d. 

€. 
f. 
9. 



The Sutherlands are kind and pleasant. 
The office Is comfortable. 
The office equipment is good. 

There is a little overtime required* but only a couole of 
hours at the end of each monUi. 

Ann considered the salary fair. 

Thore wa« a great vaf*iety of work. 

Ann's reason for leaving wasn't anythinq that would be a 
disadvantage to Mary - in fact, the opposite. 

The previous girl left for personal -reasons which had 
nothing to do with the job. 



Scoring: (Circle) 



7 
5 



8 Very Good 
6 Good 



3 - 4 

1 - 2 



Fair 
P^or 



OCestioning Skills Record 



Rating of Questioner in Model #2 ^ 


Very 
Good 


Good 


Fair 


Poor 


Did questions bring out ihe 'who' and 'what' 
answers? . / 










Did questions bring out the 'when' and 'where' 
answers? 










Did questions bring out the 'why' and 'how' 
answers? 










Were the questions related to the situation? 










Did the questioner show. good listening skills by 
following up on leads? 










Did the questioner use good attending behaviours? 











o 

ERIC 
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UNIT 2 : QUESTIONING PRACTICE 



OBJECTIVES 



1. Observe a model role play in which one student is questioning the in- 
structor about a given situation, record on a check list the informa- 
tion received, and evaluate the performance. * 

2. Demonstrate proper and appropriate questioning techniques, the ability 
to get information effectively, and good attending behaviours in given 
role play situations. 

3. Record and evaluate the performance of other students in questioning 
and the use of attending behaviours in given role play situations. 



LEARNING ACTIVITIES 

1. Exercise 1. The instflictor acts as responder and one student acts as 
questioner, while. the other students record the information received 
in the Mo del Role Play and evaluate the performance. 

Student's Book: Model Role Play 

f Question/Answer Check Li st C 

Questioni ng Skil ls Reco rd 

2. Exercise 2. Practise Role Plays 1 - 4 in pairs, each student taking 
turns as questioner and responder, and evaluate each other's 
performance. 

Role Play Situations p^"d: Role Plays 1 - 4 
Student's Book: Quest <oning Skills Record " 

3. Exercise 3. Practise Role Plays 5-8 in pairs, each student taking 
turns as questioner and responder, and evaluate each other's 
performances 

. Rol'e Play Situations pad: Role Plays 5 -8 
Student's Book: Questioning Skills Record 

4. Exercise 4. Practise Role Plays 9 - 12 in groups of four, each 
student takit^ turns as questioner, responder and as one of two 
observers, and evaluate the performance of the questioner in each role 
play. 

Role Play Si tuations Ipad: Role" Plays 9 - 12 
Student's Book: Questioning Ski 11 s_ Record 



HO 



Exercise 6. Participate In the Post- Test Role PI 7» either as 
responder or questioner. Responders wilf evafuate the^ qucstionlno 
performance of each student on the form Post-Test Situation. 

Role Play Situations pad: Posij-JeA^. i^pJ^-f ^^i^ 

Posf-TeVt STtliati on 
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EXERCISE 1. MODEL ROLE PLAY 

> 1. Procedures 



a. The instructor should brief the class on the role-playing problem 
without going into the details. The students can also read the 
problem situation in the Student'? Book. 

. h 

b. One student is chosen to be the questioner; the instructor atjfs 
as the responder. 

^ c. While the role play is going on, the other students keep a record 
of the information received, on Question/Answer Check List C in 
the Student's Book. . 

d. After the role play is completed', instructor and students discuss- 
the amount of information obtained by the questioner.' 

fe. Instructor and students together evaluate the questioner's per- 
formance, and the student's fill in the Questioning Skills Record 
in the StuderTt's Book. 



2; The Role-Playing Probl em i 

^ 

Eldon Riley h.Ts just told his father that he-has had an accident 
with the family car. (the Instructor will take the rol^ of Elcion, and 
the student is selected to act as Mr. Riley in the situation.) Eldon 
is 17 years old and has been driving for the last year. Mr. Riley 
carries liability and property damage insurance with $50.00 deductible 
on the car^. He' keeps his cool and decides to ask Eldon the facts 
about the accident. Eldon will not volunteer any informatiort, but he 
will answer the questions wh^ch his father asks him. 



3. Information for the Instructpr Only 



Situation .' 

You are Eldon, the 17 year old son. A student in *he 
class will take the role of your father. You have just had an 
accideni with his car, and he is about to ask you the facts about 
the accident. 



Facts (not to be volunteered) 



a. The accident happened at the corner of First Avenue and 15th 
Street. 
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b. It happened at about 9:30 this evening. 

c. In your opinion, you were not at fault. 

d» - 'fo one was hurt In either car . id no pedestrians were 
Involved. 

p.- The buiiiper» 9»*nie and lef^ headllght^f your car were badly 
damaged. ■ 

f. Thp truftk'of the other car was badly. dented and one tail 
llyht broken. 

9' There were no passengers In either car. 

h. One witness saw the accident. 

i. The witness was fn'S. I. Block of 78 First Street East. 

j. tt was dark and raining at the time of the accident. 

k. You believe that the other driver went through a stop sign 
without stopping. 

1. The other driver said he stopped and had plenty of time to 
get into traffic. He was very mad and claimed that El don 
was driving too fast for road conditions. 

The other driver was Mr. B. W. Knight, of 1228 Suburbia 
Drive. 

n.. You v/ere driving at about 20 miles per hour. The speed 
limit is 25 miles :)er hour. 

0. When you saw the other car you applied your brakes, but the 
car skidded on the wet pavement. 

p. The witness is willing to testify that t''*» ot)*^r car did. not 
come to a complete stop at the stop sign. 

q. You called the police and completed an accident report at 
the scene of the accident. You do not know whether they are 
going to lay charges. 

* « 

r. You have not reported the accident to the Insurance company. 

s. The other car is a new Buick, 4-door sedan, licence n'ate 
number 37-256. 

t. Both cars were able tp be driven frm the scene of the 
accident. You car Is now in the driveway. 

u. You had not been drinking prior to the accident. The other 
driver appeared sober, but mad. You don't know what he told . 
the police. 
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V. Constable I. M. Ho of the City Police, Investigated the 
accident. 

QUESTION/ ANSWER CHECK LIS T C 



□ 


a. 


• 

locdtlon where accident occurred. 


a 


b. 


Present Vocation of your car. 




c. 


Time of accident. 


- rn 


d. 


Eldon's opinion on cause of accident. 




e. 


Other driver's statetnent on cause of accident. 


1 j 


f. 


Weather co.iditions 




g. 


* 

Visual conditions. 




h. 


Speed of your car at time of accident. 






Fact that car skidded when brakes applied. 


1. 1 


j.* 


No one hurt In your car. 




k. 


No one hurt in other car 


iZ] 


1. 


No one else hurt. 


□ 


m. 


No passengers in your car. 




n. 


No passengers in other car. 


□ 


0. 


No evidence of drinking. 


□ 


p. 


Description of d-mage to your car. • 




q. 


Description* of damage to other car. 


□ 


r. 


Name of pol iceman ' investigated accident. 




s. 


Fact that a witness saw the accident. 




f. 


Name and address of witness. 




u. 


" " ' ' " ■'" ■ ■ ■■ ______ — , — . — , — , 

Name and address of other driver. 


LIl 


V. 


Licence plate number.^ of other car. 




w. 


Description of other car. 




X. 


Fact that poMce were called. 




y. 


Accident not reported to Insurance company. 


Sco*"1ng: 


(Circle) 


20 - 25 Very good 8-13 Fair 


V 




14-19 Good 0-7 Poor 



I 
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QUESTIONING SKILLS RECORD 



Rating of Questioner In ftodel Role Play 


Very 
6ood 


Good 


Fair 


'"■"1 

Poor 


Did questions bring out the 'who* and 'what* 
answers? 










Old questions bring out the 'when' and 'where' 
answers? 










Did qt*estions bring out the 'why* and 'how' 
answers? 










Were questions related to the situation? 










Did the questioner show good listening skills 
by following up on leads? 










Did the questioner use good attafiding 
behaviours? 











/ 



i 
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EXERCISE 2. ROLE PLAYS 1 - 4 



1. Pairs of students will work together on Role Play No. 1 . Choose one 
of them to act as the responder and give him the Responder's Fact 
Sheet from the pad of Role Play Situations . The other student in 'the 
pair wilt act as the questioner to get fuU information about the 
situation indicated in the responder's first statement to him. 

Both work together to evaluate the results of the questioning, using 
the Question/Answer Check List on the Responder's Fact Sheet . 

3. Then they evaluate the questioning behaviour of the questioner on the 
first form of the Questioning Skills Record in the Student's Book. 

4. The pairs of students exchange roles as responder and questioner, do 
Role Play No. 2 , and then follow the same evaluation steps as for Role 
Play No. 1 . 

5. New pairs of students are then chosen to do Role Play No. 3 and Role 
^lay No. 4 in the same way. If there Is an odd student, he can sit as 

an observer with a pair of students for the first two role plays and 
assist in the evaluation, but he should participate actively in the 
next two role plays, letting somebody else take his place as an 
observer. 

6. The learning opportunities in the session would be spoiled if the 

. questioner should happen to see the check list before the role-play; 
therefore, all necessary precautions should be taken to see that this 
does not happen. 

7. The instructor should listen to the questions in as many role plays as 
he can during the exercise to note good and bad performances and to 
collect information for a discussion on questioning at the beginning of 

. Exercise 3. 
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ROLE PLAY NO. i 

RE^O^M^ER'S FACT SHiET (No fact sheet for questioner) 

THE srriiATKm 



You have been talking to the ques4:ioner befoi^e and you know that he is 
looking for a second-hand refrigerator. Recently, you have visited a 
friend and he told you that he wanted to sell his refrigerator. 

Say toVhe queS'tioner, " You said you wanted to buy a refHgeratov, 

3^»ve fv'endaof mine have one fur 'tmle. " 

Say no motive now. Study the facts below while the questioner plans his 
questions. 



QUESTION/ANSWER CHECK LIST 



1 LJ ' It is a 10 cubic foot refrigerator. 

2 I I The sellers are Mr. and Mrs. Jim Mason. 

3 CZ] The Masons live at 54 Maple Lane, telephone 426-8710. 
4'(^J They bought It new 8 years ago. 

5 i - I It is a Westinghouse. 

^ 1 j The Masons are selling it because they're moving into 
an apartment where d refrigerator i? supplied. 

7 l~\ They are asking $150.00. 

S r~l It appears to be in good working order and runs quietly, 

^ LJ It is light green with yellow trim. 

0 I.] The freezer part is not very large. 



QUESTIONING SKILLS RATING 

9or lO-Very Good. 7or8-Good, Sor eiFaw. Oto 4-Poor 
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^ ROLE PLAY NO. 2' 

RESPOmifS FACT SI«ET (No fact sheet for questioner) 
THE SITliATK>M 



You have be'en^^ tat king to the questioner and he has told you he wants to 
get some new steps built for his house. * 

Say to the questioner, "You said uou wanted someone to make eome new 
ft*ant steps far i^our house. I knM aaneqm who might be interested in 
the 'Job . " 

Say no more now. Study the facts below while the questioner plans his 
questions. 



QUfSTION/ANSWER CHECK LIST 



^ [m "^^^ "'an is John Henderson. 

2 d] He lives on Central Avenue, telephone 752-9061 . 

3 rn He is a retired carpenter but he still does SOTe repair work 
^ 1 I He bui 1 1 a new porch for the f earsons . 

5 1 I ^^®y said he was slow but did good work. 

6 [m He charges by the job, not by the hour. 

7 f { He doesn't charge very much. 

8 I I He has a good reputation as a workman. 

^ [III You would have to get the materials for the step. 

10 □ He has all the tools. 



QUESTIONING SKILLS RATING 

ebr lO-VefyGopd. 7or8-Good. 6 or 6 -Fair. Oto 4 -Poor 
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ROLE PLAY NO. 3 

RESPONDIil'S FACT SHEEt (No fact sheet for questioner) 
TW SITUATKMN 

t 4> 

Say to the questioner^ ' ^You said you needed a babuQitter to take aar^ of 

ifouv ahildven i^hile you are at work^ I ^ ^ve ^J^us t h e ai^ ^ 

he interested in jthe job * " * . ^ ' . 

Say no more now. Study the facts while the questioner plans his questions 



QlffiSTION/ANSWER CHECK LIST 



^ cm babysitter is Marie Baretti. 

She is 16 years old. 

• She has been Living with her family 2 blocks away since 
coming from Italy last year. 

She is taking a correspondence course for the next $ months. 

She has younger brothers and sisters; she is used to children. 

She has-been babysitting In the evenings for the Parkers 
on 14th Street. 

7 I ' 1 She is' looking for a full-time babysitting job, 

8 \ I She will make lunch for the children. 

9 I ) ' Her English is sometimes hard to understand. 
10 { 1 She wants $100.00 a month. 




QUESTIONING SKILLS JIATING 

9or lO-VeryGood. 7or8-Good. 5of 6-Fair. Oto 4-Poor 



ROLE PLAY NO. 4 

(No fact sheet for., questipner) 

TM SITUATION 

You have plahned a holiday In England with three friends. One of the 
friends can't go because of illness and you are looking for another 
person to take his place. You have heard that the questioner would like 
to take a holiday. 

Say to the questioner, ''I'm going on a holiday to London^ England. 
One of mv friends who had planned to go is s u- You said uou were 
thinkirg of takimg a holiday, Vould you likJ '• c ome in m fHend's 
place?" " ' ... 

Say no more now. Study the facts while the quescioner plans his 
questions. 



QUiSTION/AWf WER CHICK . LIST 

TLj^ The trip lasts 2 weeks. 

2 dl The price is $420, in advance. 

3 I j The price ijicludes air fare, ground transportation, hotel 

room and breakfast. 

4 The price 'does not include other meals, entertainment or 

sightseeing tours . 

5 1 1 The price is based on two sharing a room. 

* # 

6 The hoi i day begins on the 15th of next month. 

7 CZi company is Tailwind Airlines - a well known air 

charter company. 

8 [H] The trip is arranged by a local travel agency/ 

9 I I Some of the activities are planned by the travel agency! 
10 □ ' There will be 12 full days ia England. 



QUESTIONING SKILLS RATING 

9or 10-VBryGoocl. 7or8'Good. 5or 6-Faif. Oto 4«Poor 
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EXERCISE 3. 



ROLE PLAYS 5 - 8 



1. Review the 6WH questions and questioning technique? demonstrated in 
Unit 1 and discuiSS the results of questioning in Exercise 2. If 
further denwnstration of questioning is necessary, ask two students 

^with good results frcan Exercise 2 to perform one of the role-plays in 
front of the class. 

2. Students with new partners will do Role Play No, 5 , change roles for 
Role Play No. 6 . and evaluate the role plays as in Exercise 2. Note 
that there is a Questioner's Fact Sheet for the role plays in this 
exercise. 

3. ' New pairs of students are then chosen^to do Role Play No. 7 and Role 

Play No. 8 in the same way as befor^J 

4. * The instructor should observe the attending behaviours during the 

exercise to note good and bad uses as a basis for a discussion at the 
beginning of Exercise 4. ^ 



ErJc ; 
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ROLE PLAY HO. 5 

RESPONMR'S FACT SHfET 

T§iME IHT4IATION 



You are the credit manager for Black's Appliances Ltd. The questioner has 
failed to make the last three payments on m record player set he bought 8 
months ago. You wrote him' ^ letter saying/ "The aompany inll hmye to 
repoaaees the set unless you do something about the monthuj pauments." 

The purchase cost was $300.00; he paid $40'.00 down, and he was to pay 
$20. OP a month until tl;je bill was paid off. 

The questioner is in your pffice now. You have asked" him to sit down. 
Wait for him to speak first about his business. 



QlffiSTiON/ANSWER CHECK LIST 



1 




2 


U 


•3 


i 1 


4 


rn 


5 


1. 1 


6 




7 


1 ,1 


8 


1 J 


9 


iZl 


10 





The balance of the account is $260. 

The store will start action inwediately to repossess the set 
unless a new plan" for payments is agreed upon. 

The client must pay $10.00 in interest on the back payments 
to keep the set. 

The store does not want to takefthe set back; it would prefer 
to make a hew plan of payment. 

The sttfre is willing to reduce the payments. 

The store is willing to* make the period pf payments longer. 

The new payment plan could not be lower than $10.00 per month. 

The payments could be higher if the client wants to pay it off 
sooner. 

The first paynrent on the new plan would be due at the first of 
next month. 

The client should explain if he is having trouble making 
payments . 



QUESTIONING SKILLS RATING 

9or 10- Very Good. 7of S Good. 5of 6-Faif. Oto 4 -Poor 
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ROLE PLAY NO. 5 



QUiSnONER'S FACT SHEET 
THE SITUATION 



Eight months ago you "ught a record player from Black's Appliances Ltd. 
The price was $300.00. paid $40.00 down and agreed to make monthly 
payments of $20.00 until wne bill ^as paid off. You have not been able to 
make the last three payments, and you have been told by the credit manager 
of the store that they will repossess the set unless you do something about 
the monthly payments. You cannot possibly make the back payments now.» the 
store does not want to rei-ossess the set. They would prefer to negotiate a* 
new plan of payment. You have agreed to see Mr. Jones, the credit manager, 
about the problem, 

Wis secretary has just brought you into his office. He has asked you 
to sit down. 

Plan your questions while the responder studies his facts. Begin by 
telling him why you came to see him. 
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ROLE PLAY NO* 6 

« 

THE smiAnoN 

You 'are a inechanlc. The questioner has asked you to check his 10 year old 
car and tell him what it will cost to fix it up. 

< * 

If it costs too much to repair, he is going to trade it in on a newer model. 

, Say to the questioner, "I have checked uowp over. What did you htmt 
. to knau about it ?" 

Say no more now. Study your fact sheet while the questioner plans his 
questions. 



QlffiSTION/ANSWfR CHiCK LKT 



1 f J The body and paint are in good condition. 

2 I I The tires and brakes are all right for another year. 

3 i i The st2€Hng. needs repair. It is unsafe to drive in its 
^ • present condition. The cost to fix it is about $75. 

4 ( j The mtOT and transmission are in good condition. 

5 i 1 The cooling system should be repaired by cleaning and 

replacing two hoses. The cost would be about $15. 

6 f I The trade-in value of the car right now is about $100. 

7 I I The value of the car will not depreciate much in the " 

next year. 

8 1 I The questioner has to make up his own mind about whether 

to keep or trade the car. 

9 I I If the car is repaired, it would be in good condition. 

10 i ( If the car is properly serviced, it should* last for 
several more years. ^ 



OmSTIONlNG SKILLS, RATING 

9or1O-V0ryQood, 7or8-G^. 5of 6-Fair, Oto 4-Poof. ^ 
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ROLE PLAY NO. 6 

ClUISnONER'S ^ACT SNiET 
THE SITUATION 

You have a 10 year old car. Recently It has needed sieveral minor re- 
pairs and you are thinking of trading it in on a newer model. A friend 
of yours is a n^chanic.and you have asked him to cftetk your car over to 
see what It would cost to put It in good condition. 

You use the car to drive to work and travel around the district only 
and do not plan any long trips with it. 

You have just gone td see your mechanic friend to ask him about the 
condition of your car. * 

Plan your questions while the responder studies his facts. 



1 f 



ERIC 



9S 



ROLE PLAT NO. 7 



RESPONOER'S FACT SHEIT 
THE SITUATION 



You are Philip Brown. You have called the pol 
and his son have removed the engine from your 



ce because Harold Stevens 
i)ld pick-up truck and have 



taken it away In their own truck. You told them to stop, but they just 
drove off toward where they live, a few blocks away. 

You called the police, an^ an officer has come to secJ you. You told him 
where the Stevens live, ai ■ urged him to go and arrest then, but the 
officer is talking to you Instead. 



You know why the Stevens took the engine, but 
the officer anything he doesn't ask about. 



you are not going to tell 



Say nothing to the questioner. Let the questioner begin the conversation. 
Study your facts while the questioner plans questions. 



QUESTION/ANSWER CHECK 



1 tll] The Stevens used a chain hoist tjj'-lift the ehgine. 

2 [ , } Mr. Stevens had bought the engi 

3 CZ] had made a down payment and ^rther payments were not 

yet due. j 
^ [ZH There was a written bill of said and payment agreenent. 

5 n3 engine was supposed ^to be d«i1ivered to Stevens within 

a week after the sale. 

6 CZl It wasn't delivered by Brown because Brown has not yet 

received the new engine he ordered. 

7 Stevens told Brown last week that if it wasn't delivered 

within 3 days he would come and take it. 

8 I I Brown offered to call this deal jaff, but Stevens refused. 

9 \Z3 Stevens' address is 429 Maple S^eet. 

^0 CH! one else saw S|evens and hi 4 son take the engine. 



<;MIESTiONINO SKILLS RATINK 

9 Of 10-Very GOO0. 7ora-Good. 6of 6-Faif , O/to 4 -Poor. 



ERIC 
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ROLE PLAY NO. 7 



QUiSnONfR'S ^ACT SHEET 
THE SITUATtON 



You are a policeman and you have been called to a house wher^ engine 
has been taken from a truclf. The jcaller, Mr, Brown, came hoine just as 
another man and his ,son were putting the engine in the back of their own „ 
truck. Mr. B ov^to says they refused to- stop and drove ^away. 

He has tpld you that the other man tt^as Harold Stevens, who lives a 
few blocks away. • He has jA£^d.^QiL.to._9(3Laad™trmsV.the_rnan, you decide' 
to 5ue,st1on Mr. Bcowri before you see the other man. You know that the 
truck engine weighs about 600 pounds. 

Plan your questions while the responder ;studies his facts. You be^ln 
the conversation. ' _ * 
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ROLE PLAY NO. 8 

RESPONDER'S FACT SHEET 
im SITUATION 

/ 

You are the waitress (waiter) 1/i a restaurant. The place is short-staffed, 
because one quit yesterday and another one is sick. 

The boss''came iii about 10 minutes ago, and two custoiners have just complained 
to him about the coffeei Then a steady customer made a complaint to the boss 
by phone, saying that the coffee he drank at noon made him sick. 

The boss put a sign, /'Don't Use", on the urn ^ou had takeri the coffee fr:pni, 
and told you to make instant coffee for the two cu^om^rs who compl,ained. 
You had already prepared the second urn, and it will be ready in a few 
minutes. 

The noon-hour rush is over, and the boss has called you to the back, of the * 
restaurant. You know what's wrong with the coffee! 

Say nothing to the questioner. St^udy your facts. 

QUiSTK>N/AN$WER CHECK LIST 



^ ( I The noon 'hour coffee urn had not been cleaned. 

-2 I . I The person who shoqld have cleaned it was the one who 

quit yesterday. 

3 1 } You started to clean it out. 

^ { 1 wasnH finished because a group tjf people came in 

j for an early lunch, 

5 I { You then forgot to drain out the wash water before 

i putting in coffee and filling up the urn. 

6 I I j There was only baking soda in the wash water. 



7 03 Only the 3 people who complained had been given coffee 

from that urn. 

8 r~} You phoned for help, but there was no answer. 

9 I ) • You were also busy handling the cashier's job. 

10 [~] - You were too busy, to tell the boss about it until now. 



CMIESTIONING SKILLS RATING 

90f lO-Very Good. Tor 8-Good. 6 0f 6-Faif , Oto 4 -Poor 
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ROLE PLAY NO. 8 

QlK^TiONiR'S FACT SHiET . * 

THE SITUATION ' . 

• * . • 

You are the owner of a restaurant, »and you find it hard to get good help. 

* ♦ 

You are short staffed now. One person is away $ick, and* another one . 
quit yesterday. You havr only. one person on duty today. You will help this 
afternoon, but you were at the dentist this niomirtg. ^ 



^ You cafrte to the restaut*ani about 10 minutes ago. Two customers iraniedi- ■ 
ately complained to you about the "stuff" you were serving as^coffee. While 
you were talking to the^, the phone rang. It was one* of your steady customers^ 
who sa.i<J, "I've just been sick as a dog. What on earth was in that coffee 
at noon? 'A thought it tasted strange." 

You apologized to the phone caller, told him you would find out wha^jwas 
vjTrong, and promised him free, coffee for the rest of the week. Then you hfd 
instant coffee mad^ for the two complainers at the counter.' > ' 

The second coffee urn will be ready in a few minutes, and you have put" 



Sign "Don't -Use" on tt^ bad ope. The noon-hour rush is over, and ^rou 
have called tKe waitress^! waiter) to the back of the restaurant to find out. 



a 
h 

what went wrong. 



Both coffee urns are always cleai.jd out before the restaurant is closed 
at night. 

• P^an your questions while the responder studies his facts. ' You begin 
the conversation. 

♦ . 

9 •• ' . 



EXERCISE 4. ROLE PLAYS 9 - 12 



1. Review and discuss the attending behaviours from tfte text of the film 
Listening Techniques in Topic II, and discuss any. difficulties students 
may have had filling in the Questiohing Skills Record for Role Plays 
1-8. 

i ■ ' ■ • 

r 

2\ Groups of four students (or three, according to numbers- irr the class) 
can work.' together on these role pl^ys. For each role play, one student 
will be the responder. one will be Thfe questioner,. and the others will 
be observers. All should participate fh evaluating .the perforraance of 
* the questioner as in. earlier role plays. They will change roles at the 
end of each role play until, all four role plays ar^ Cjompleted. 




NOTE:' It is possible that mastery" qf objectfves or time limitations may 
dictate that all role plays will not be done. Any role plays left 
•over can be effectively used to practise behaviours required in 
Topic Y Unit and Topic VIII. 



0 



/ 
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ROLE PLAY NO. 9 

RESPONDER'S |ACT SHKT 
THE SITUATION 

You are t^real estate agent, and you hav€ a client who /s looking for 
a house to rent. The client wants three bedrooms j an attached garage, 
and prefers the kitchen at the front of the house. The house must be * 
in a good district, not In the ceatre of town, but not too far out. 

Not many houses are for rent, and when one Is, the rent Is usually 
high. 

ThV client has just phoned you, and you have said, "I think X kaoe a houae 
you might like.'" Study your facts until he Is ready to start asking 
questions. 



QUtSTiOW/ANSWiR CHICIC IIST 

1 □ The address Is 1624 - 20th Street. 

2 It is about a mile from downtown. 

3 The district was built up In the last five years. 

4 [31 The rent Is $165 per month . 

5 I i There are three bedrooms . 

6 [ 1 There Is an attached garage . 

7 I I The kitchen 1s not at the front. 

l ii BU i m i ll I t ^ 

8 { I The house is occupied now. 

9 The agent can show you the house on one day's notice 

to the tenant, 

10 [ ) The tenant Is moving out at the end of next month. 



QUESTIONING SKILLS RATING 

9a10-VsryQoo<J, 70f 8-Sood. 5or6-Fair, Oto 4-Poor. 
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ROLE PLAY 9 

CHKSnONfifS FACT SHEET 
THE SITUATION 

I 

You "have just moved to a new city, and you are looking for a house to 
rent. Ydu want three -bedroonis and an attached garage. You would like to 
have the kitchen at the ■ front of the house. You want to live in a good 
district which is not right in the centre of the city but not too far out. 
You don't know the city yet. * 

You have tnade your wishes knov<m to a real estate agent, and he is on 
the telephone nowp saying, "I thinly I ha^e a house you raight like." 

You want more specific information, so you start asking questions.' 

Plan your questions while the responder studies his facts. ' You begin 
the conversation. 



J 
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ROLE PLAY NO. 10 



RESPONMR'S FACT SHUT 

-> m 

1 



You are a carpenter; A contractor has sent you and a helper, Eddy, to a 
summer cottage on an island in Lake Trilgar to put in a large picture 
window. You took. one of the contractor's small trucks. Your instructions 
were to rent a motor boat from one of the resorts along the shore to 
transport yourself, your helper, and the equipment to the island. 

There is no telephone on the island* No one is living in the cottage 
at present. It is the only cottage on the island and this is the only 
island in the lake. 

Lake Tri Igar' is actual ly just "a wide place in the Trilgar River and there 
is a fairly swift current. The resorts are up river from the island. 

The boat turned Over but you got to shore. You have the contractor on 
the phone now. You have just told him that the boat capsized. 

QUESTION/ANSWER CHKK LIST 



} (ZD The 'accident happened about 1/2 hour ago. 

2 tZ3 swam to shore and walked to a phone. 

3 (H] ' "'"^e helper is still holding onto the boat. 

^ 4 You are phoning from Paddy's Service Station on the east 

'^p- shore. 

( 1 You have called the resort and -now a boat is starting out 
to rescue thtf helper and tow the bt)at back . 

6 CZ] "^^^ was rented from the boat service at Fisher's 
Landing. 

7 CZ! "^^^ accident happened about a mile from Fisher's 
Landing. 

8 CZl "^^^ boat is about 300 yards from shore. 

9 I 1 ^ All the equipment and the glass were in the boat when 
it capsized. * . 

^0 |~| The boat capsized when you swerved to avoid a log. 



OUESTIONING SKILLS RATING 

9or10-WeryQood. 7or8-Goo<l. 5or6-Fair, Oto 4-Poor. 



ROiE PLAY NO. 10 

QUESTiONEI^'S FACT SWET 
THE SrrUATiON 



You are a building contractor. You sent a carpenter and r helper 
to a siRnmer cottage on an island in tak^ Trilgar to put in a large 
picture window. They took one of your small trucks and were ,to rent 
a motor boat fn»n one of the resorts along the shore to transport 
th«!iselves and their .equif»aent to the island* There is no telephone 
on the island and no one living In the cottage. It Is the only 
cottage on the island and this Is the only island in the lake. 

• ■ 

Lake Trilgar is actually just a wide place In the Trilgar River 
and there. is a fairly swift current. The shore resorts- ar« up-river 
from the island. 

The carpenter is on the telephone x^m. He Is very excited. He 
tells you, "The boat capsized!". 

All sorts of questions start racing through your mind. You stairt 
trying to get the answers.. « 

Plan your questic^s while the responder studies his facts. You 
begin the conversation. 



104 



4 



mOU PLAY h6, II 



RiSPOMMERf FACt^SMEiT 

TMIE «NnriiAATICMN 



You- are Mr. Chllcott. You have a suuBner cottage and you vant a front 
veranda added to It. There is a .side vera'nda'on it now. Yon have * 
asked a carpentei:to give you an estimate for the" job. 

It is understood thcit he told supply the maSerials and would finish 
the work to the point of readiness for the first ^oat of paint. You , 
have just handed him the plan of the cottage. He will go out and 
look the job over. In the meantime he will need ihore information. 

Say nothing to the questioner now. Study your facts. 



QllHESTION/ANSWni CHfCK L»T 



2 1 \ 
5 { I 
8{ { 



The veranda is not to go over the front windows. It is 
to shelter' the front door. 

It is not to be glassed or screened in but left open. 
About 8 by 8 feet would be large enough. 
The step is to be placed opposite the front door. 
The carpenter can build the roof as he thinks best. 
You want an open railing around the veranda. 



The' cottage is at Silver Beach and is ^5 on Summerland 
Street. 

It is rented at present. The tenant is expecting the 
carpenter to come. 

The «ork can't start until the tenant leaves in about 
two weeks. 
You want it finished 5 weeks from now. 



JL 



QUESTIONING SKIILS RATING 

9or10-VBryGood. 7or8-Qood, 6of 6*Faff. Oto 4-Poof 



ERIC 



ROLE PLAY NO. li 



QUiSnONiR'S FACT SHUT 
THE SITUATION 



You are a carpenter. You do mainly repair work and alterations. 

Mr. Chilcott has asked you to estimate the cost of putting a^ 
veranda on the front of his sunwier cQttage. There is a side veranda 
on it now- 

U is understood that you would supply the materials, and would 
fi/iish the work' to the point of readiness for a first coat of paint. 

Mr. Chilcott has just handed you the 01 an of the cottage. You 
will go out to look the job over. In the meantime you want uwre 
Information. - 

A plan of the cottage is on the next page. 

Plan your questions while the responder studies his facts. You 
begin the conversation. 



t •' ' 108 ' • 

ROLE PLAY NO. 12 

RESPONDfR'S FACT SHEET ' 
THE SITUATION 

Yoii are at the family's camp In. the bush country about 20 miles from the ' 
nearest settlement. • ■ 

You have just found your brother badly Injured under a fallen tree. You 
don't know what to do ior him. 

Both you'and your brother are smateur radio operators . You'have two-way . 
•radio equlfsnent at the camp. 

The owner. of the store at the lake Is also a radio operator and he knows 
a lot about first aid. - ■ 

You have just called him on the radio, and he has answered. You have 
told him that you have found your brother badly Injured. You have asked 
him what to do. 

Say nothing now. Study your facts. 

QUiSTiON/ANSWm CHECK ilST 

1 CD There Is a deep gash In his lower arm. which is bleeding . 
badly. 

' 2 d] |1e also has a smaller cut on his forehead. 
3 i i He is unconscious. 

^ CD You don't know when It happened, but he had been away 
an hour and a half. The arm has been bleed'ing for 
■ some time. 
5 } i He was found ten minutes ago. 

^ 1 { You have put a makeshift bandage on his ann. 

7 The cut In his arm Is 6" or 7" below h1i^ elbow. 

8 CZl ^6 was partly pinned down by a fallen 4ree and has been 

freed, but he Is too heavy far you to carry. 

9 a He looked very white and his face felt cold. 

10 r ) He Is breathing quietly but his breajthing seaned shallm^ 
^ and fast. " * 



QUESTIONING SKILLS RATING 

t * 

9or10-VeryGood. 7of fil-Qood. 5of 6-Faif . Oto 4 -Poor. 



HOLE kAY HO. 12 




OtliSTiCifHl'S fACT 
THi ^ATION^ > 



^ You run a store, and gas station at a lake resort anti yoii 11v« at 
th§ resort all year. You are ary^teur radio operator. You know the 
principles of first aids Ifi fact, you used to give courses In It. 
Peopla^ften ca11,«i you for Hmp In eaer^neles, 



Another wec^r of your f Easily Is tending the store. You have - 
turned on your radio Just In tjme to. hear another operator calling you. 

The person Is calling fJom a can?) about 20 miles back in the bush 
cmintry and Is now telling you about an Injured person. The caller 
Is asking for your help. / ' . \ 

. ^ 

Plan your questions while responder studies his facts. You begin 
the conversation. , • 
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EXERCISES. , . • POST-TEST ROLE PL/^ . 



J 



^» In the Post?Test Role Plaj^ . each student in turn questions the instruc 
tor or another stii<Jent on the situation described. During the t^\yte 
role |)1ays 'just cos^leted, ti^fe' instructor should have been able to 
identify seneral students who have mastered the required behaviours. 
.'The instructor can select tv#o or three of them' to act with him as " * 
' responders in this one-to-one role play for a. final evali^ation. The 
instructor, or students acting as responders, should evaluate each' 
student's performance in the Post-Test Rolfe Play on the form Post-Test 



•Situation. 



4 



.1 




in 

0 



POST-TEST ROLE PLAY 
Questioner's Copy 



The Instructor or another student win play the roU of Mr. Scouter, a 
leader In the local Scouting organization. The post-test will serve as an ' 
evaluation for Topic III on Questioning for Infontiation . The re'sponder 
will check on the form Post-Test Situati on the Information that you get in 
your questioning. ' ' 



the Situation 

; / J 

You are a parent, with two boys in Cubs. You decided to' attend a 
meeting of the Group Ccwmittee because they haj0 asked for more parent 
participation. At the mating, the Conwiittee agreed to sponsor a bottle 
collection by the Cubs n^t month, and you were chosen to arrange the 
details. You have never atranged such a thing before, so you decide to see 
Mr, Scouter, the leader, who has organized many bottle drives in the past, 
to ask him about the details of what should be done. 



PQST-TEST ROLE PLAY 
Responder's Copy 



1 . Situa tion 

• 

You are Mr. Scouter and have long been a leader in the Scout 
movement. (Name of student) has been asked to arrange the bottle drive 
for next month and has come to ask you aetails about what he has to do 
to arrange for the drive. 

2- Facts (not to be volunteered) 

a. There are three packs of Cubs, each composed of three groups of 
six. Each pack has two»adult leaders and each group of six is 
headed by a cub called a sixer. 

b. The town ishould be divided Into areas so that each sixer has less 
than ofie-half mile^f stre-^t in which to pick up bottles. 

• * 

c. A car and driver is required tor each sixer. Mrs. Ruby will 
arrange for parents to supply the cars when you tell her hew many 
are required. She can be phoned at 764-5421. 

d. One leader and a group of six Cubs should be made responsible for 
the sorting of bottles and loading at the drop zone. 

e. The Cubs and leaders should report to the drop zone at 8:00 a.m. 
for instructions. ^ 

f. The drop zone is usually at the Central United Church. Arrange- 
ments can be made with Rev. Barkman at telephone number 763-6982, 

g. Returnable soft drink bottles can be sold to MalrN^rocery, if 
arrang^ents can be made ahead of time. 

h. Wine bottles can be sold to Lome's Junk Yard. 

i. Beer bottles will be accepted by Brewmaster Bottling Company. 

j. Non-returnable and broken bottles will have to go to the town 
dump. ^ 

k. A pick-up truck will be required at 1:00 p.m. to deliver the 
bottles- 

1. In the past, Mr. Lorne of Lome's Junk Yard has volunteered the 
services of a truck and driver. 

m. Arrangatients <Should be made to advertise the bottle drive. The 
local paper and the local radio station have, on »»€quest, carried 
these advertisements free in the public interest. 
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n. RefresNnents should be served to the Cubs. For the last drive 
the Curt1s'$ Hamburger Drive-Inn supplied han^urgers and soft 
drinks at half-price. 

o. All expenses should be approved by Mr. Gaudet, the Group Chairman. 



Responder's Part in the Role Play 

1. Play the part ©f Mr. Scouter in the role p1ay4tfith each student 
individually. ' . 

2. Use the fonn, Post-Test Situation to| check the information obtained by 
each student. Do not show the form to the questioner until the end of 
the role play. 

3. Evaluate each student's performance and discuss it with him. 

4. Note that this post-test serves as evaluation for the whole unit. 
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POST-TEST SITUATION 



STUDENT 



DATE 



czi 



(ZD 




p zone 



Number of Cubs 

Niaaber of .leaders 
Organized by packs and sixers 

W vision of town Into areas 
1/2 mile to each sixer 

Requirements for cars and drivers 
Mrs. Rudy win arrange for drivers and cars 
Mrs. Rudfy's telephone nun^er or address 
One leader & a group of 6 should be made responsible for 
Cubs and leaders to report to drop zone 
Cirijs and leaders to report at 8; (K) a.m. 

♦ 

Drop zone at Central United Church 

Arrangements for drop zone with Rev. fiartanan; telephone number 
Arrangements with Main Grocery for soft drink containers 
Mine bottles to Lome's Junk Yard 
Seer bottles to Brewmaster Bottling Co. 
Non-returnable and broken bottles to town dump 
Pick-up truck required at 1:00 p.m. 

Mr. Lome of Lorne's Junk Yard may volunteer truck and driver 
Advertising required 

Paper and radio station may advertise free 
Refreshments should be served to Cubs 

Curtiss Hasburger Drive-Inn may supply refreshments at half-price 
Expenses to be approved by Mr. Gaudet 



SUQ6CSTEP SCOfWO 10-24 V«fy Good 



0-6 Poor 



Yoar fcort 



FAMILY 



MARRIAGE 



JOB 



SETTING 

Goals 
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vSiTtiNG GOALS 
OBJECTIVES 



Students will identify desired roles, analyse and evaluate th^, set 
criteria on which to base long-term personal goals, and make pJans ,to reach 
th^. These personal goals, once set, provide a context In which a later 
occupational choice can be realistically considered. Specifically, the 
student will: 

1. Identify and analyse desired roles and consider the effects of person- 
al decisions on long-ter^ family res(K}ns1b111t1^s and earnings*. 

2. learn and use a dec1s1on*ffiak1ng strategy whldi can be applied to the' 
process of setting goals. 

3. Set criteria for evaluating alternatives and making decisions about 
personal goals. 

4. Set Icmg-term personal goals and nake plans to achieve them. 



OVERVIEW 



Beginning by generating a list of "Ten Persons I Want to Be", the 
student projects these roles, analyses thera and exanlnes the effect of . 
future decisions on thero. With the help of a declsi^i-raaking strategy, 
criteria are generated, Icmg-term family and sociaf goals are set, and 
plans are made to iR|)lement then. 

Unit 1 - In Analysing Itoles , the "Ten.Perswis I Want to Be"i are 
listed, classified and related to behaviours which ^y 
st^port or hinder their achieveaent. Future f^lly respon- 
sibilities and earnings are exafnlned In a general way. 

Unit 2 - Setting Xriteria presents a decision^maklng strategy in five, 
steps. The first two steps- are applied in listing criteria 
as a basis for evaluating alternative ^Is. 

Unit 3 - In Setting Personal goals , the last three steps of the 
declsion.ma!|1ng strategy are applied in exploring family 
and social goals, evaluating and choosing alternatives, and 
making plans to achieve them. 



EVALUATION 



All forms will be completed, long term family and social goals will' 
be set, and sequenced plans made to achieve them. 
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UNIT I : ANALYZING ROLES 
OBJBCTIVES 



1. Identify desired roles as "Ten Persons I Want to Be" and analyse 
these desired roles in relation to supporting and hindering 
behaviours. f ' 

* 

2. Identify behaviours that can be changed to make chosen roles 
possible. 

« 

3. Evaluate the effect of personal decisions made in relation to fainl.ly 
responsibilities and earnings. 



LEARNING ACTfVITES 



1. Exercise 1. Identify desired roles and rank than on the form "Ten 
Persons I Want to Be" as a prerequisite tp an analysis of roles in 
the next exercise. 

Students 's Book: Ten Persons I Want to Be 

Relating Hy Behaviours to My Future 

J. 

2. Exercise 2. Classify the "ten persons" Into groups of family, 
social and occupational foles and. state a general rolf for each. 
Then relate the ways the student spends time and rooney to family 
and social roles to identify behaviours which support or hinder 
role achievanent. A further analysis is then taade to list things 
that students can or cannot change to make achlevenient of these 
roles possible. 

Student's Book: Role Analysis 

Role Groupings 

Family Role Analysis #1 and £2 
Social Role Analysis #1 and £2 

3. Exercise 3. Discuss the projection of family responsibilities and 
earnings in the future and relate them In giverv examples of personal 
decisions to time of marriage, length of education, and size of 
family. 

V 

Projectual: • Role Analysis Chart 
Student's Book; Projecting Roles 

4. Exercise 4. Discuss Intentions or plans for future roles, such as 
"Ten Persons I Want to Be% as goals to be achieved. 

•Student's Book: Rdles as Goals 



119 



EXERCISE 1. Ten Persons I Want To Be 



The cards and lists from Topic I, Unit 1, Exercise 1. Ten Persons I 
should be reviewed as a stlflUilus for this lesson. The students wtlT 
project the concept by generating a list, "Ten^ersons I Want to Be", and 
consider these future roles In the- light of present behaviours. 

The steps for the exercise are: 

* ■ f 

1. Each student writes the ten persons "he wants to be" on ten slips 
of paper or Index cards In the form "I want to be a 

♦ 

2. Each "Student places the roles in rank order by putting the role he . 
could most easily live without face up on the table; he continues 
the process until the most Important role Is on the topi^of the pile. 

3. Students and Instructor then form a close circle* The Instructor 
sets a model by reading his roles and making a brief comnent on why 
he has placed each role where he has. Then each student In turn 
Introduces his list of persons and explains why they are ordered as 
they are.* * 

/ 

SI' / 

4. The instructor and other students should make encouraging comments 
and give feedback to each student as he Introduces his "T^n Persons" 

5. On the form, Relating >1y Behaviours to My Future , students fill in 
*the ten roles of the "persons they want to be" 1n the rank order 
they have decided on. 

e 

6. In the other two columns; (Ways I Spend My Time, etc. and Ways I 
Spend Hy Money, etc.) the student writes the number of each In 
support of each role as was done In Topic I. Some behaviours may 
support more than one role and others may support no roles. Discuss 
the advantages of using the behaviours generated earlier, since 
achievement of any desired role will depend on present behaviours 
and Identification of them. 

7. The students then study the relationship between their listed roles 
?nd the ways they spend their time and money to see If their 
behaviours support the roles and 'to note inconsistencies. Some 
students may want to keep this part of the exercise confidential . 
The Instruction should assist them in this. 
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RELATING MY BEHAVIOURS TO MY FUTURE 



TEN PERSONS 
I WANT TO BE 


i^YS 1 SPEND 
MY urn WHICH 
SUPPORT EACH ROLE 


WAYS I SPEND WY MONEY 
mtO\ SUPPORT EACH ROIE 


1. 




• 


2. 






3. 


» 


t 


4. 






5. 






6. 






t 

7. 






8. 




— 


9. 




* 


10. 




. ^ 


Sup^M^rts no roles 
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EXERCISE 2. 



Role Analyses 



In this exercise, students will further examine their **Ten Persons 
I Want to Be** by grouping these roles, ex^lnlng their strengths and 
weaknesses and beginning to identify behaviours which should be modified, 
to achieve broad roles. 



1. People's roles can be grouped Into t)te three main areas of family, 
social and* occupational. On the fom Role Groupings * each of the 
ten rdles Is assigned to one or more of these groups. The Instruc- 
tor should lead a discussion of roles In a gmral way to stiimilate 
the fonmjlatlon of the family role, social role and occupational 
role. A brainstorming session Is suggested here, using a given 
example of a fictitious person and a set of roles. Some examples 
which my stimulate role grouping are: ^ 

Family - father, owther, husband, wife, parent, etc. 

Social - cawminlty worker f church manberr bowler, gardener, 
neighbour, men^r of a political party, etc. 

Occupational * ^loyee, operator of a small business, 
contractor, salesperson, etc. 

From the list of roles generated, and 'recorded on the form, the 
student draws a general role which Is descriptive of or Inclusive 
of the list of roles In each of the three main role groupings. For 

example: 



Family Roles 

Father 
Grandfather 

Provider 
C(»iipan1on 

Social Roles 

friend 

Neighbour 

Sportsflmn 



Occupational Roles 
Employee 

Mechanical worker 
Worker with good 
Income and time 
for leisure and 
family 



General Roles 

I want my family role to be: 
one In which I am a good 
provider and companion to my 
family. 



I want my social role to be: 
one in which I have good 
friends who are interested 
in sports. 



I want my work role ta be: 
one which Is satisfying, with 
a good Inc^ and security In 
sonw mechanical field. 
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Choosing the family role, the student brings forward ftm Topic I 
the behaviours of spending time and RK>ney, and other behaviours* 
and identifies each of th«B as being in support of or hindering the 
achiev^nt of the family role by listing tnero as such on the Fawily 
Role Analysis j^l form. 



The saine analysis is m^e for the social- roles, using Social Role 
Analysis #1 . At this point the students should be informed that 
analysis of occupational roles will be dealt with in Topic V, along 
with a study of different occupation!^ and the factors liiat have to 
be considered in j^aklng a choice. 



A second analysis is made of the family and social' roles, this time 
focusing on identification of factors, which are fixed and changeable 
on the descriptors of ''Things I Can Change" and ''Things I Cannot 
Change". This analysis is done on the forms Family Role Analysis #2 
Social Role Analysis #2 . , 



On each of the role analysis forms, space is provided at the bottom 
for the student to record a su^tive statement based on the . 
analysis. These narrative statements are intended to stlimjlat^ 
planning to achieve the rc'es by Identifying at^a recording poss11>5e 
actions which should be taken. 
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ROLE GRQUPIfsIGS 



SOCIAL mts 



0CClFATl6im ROLES 



mm miLH role 

I WOt^O LIKE MY FAMILY 
W)LE TO BE 



T 



MAIN SOCIAL t^LE 

1 miO LIKE MY SOCIAL 
ROLE TO BE_ 



MAIN OCCI^'aTIOIUl ROLE 

I WOULD LIKE MY ROLE 
TO 8E 
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F/^ILY ANALYSIS #1 

» * • 

MAIN miiy mit ! L 



1 

THINGS I IX) l^ICH WILL 
HELP ME ACHIEVE THIS miB 


THINGS I DO mm mil' 

NOT' HELP ME ACHIEVE TH!<s F 

• (P * 


•■ 


4 




• 








— , i 


* 




1 


• 


^ _J 




' - • . / 








* 


* 


























WHAT I SHOUiO DO RIGHt^NOW^TO HELP ME ACHIEVE THI^ ROLE: 

^ — ^ 

4 
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SOCIAL ^ALYSIS #1 
«AIN SOCIAL mt '■ 1^. 



THI^ I OO^ICH WILL. 
KELP ME AOIIEVE THIS ^E 


mm I IK) WHICH wia 
m Hap ACHIEVE THIS ms . 

• 
















• 








4 




• 




































« 



WHAT I SHOULD 00 8I©fT NOM TO HELP ME ACHIEVE THIS ROLEi 
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' FAMItY ROIE ANALYSIS #2 
MAIN FAMILY ROLE . 



THINGS I 
CHANGE 


THINGS I CANNOT 
CHANGf ^ 






♦ 












i ' 






f 












* 


- 






















4. 







WHAT I SHOULD DO RIGHT NOW: 
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SOCIAL mit ANALYSIS #2 



MAIN SOCIAL ROLE 



CH/^GE 


CHAItGE 


























♦ 




- 


i IL 

1 


• 


if 

• 
















t 














WHAT I SHOULD DO RIGHT NOW: 
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EXERCISE 3. Ptrojecting Roles 



1. Discuss the 1 (tea of a life-line as a hoH2<mtal line on a graph 
representing a person's working life, using the projectual tole 
Analysis Chart. Identify the base line showing the ages at"viFto«s 
points. 



2. Discuss some comon patterns, and plot points fn^ stu<tent-gathered 
Information. Stimuli: "At v^at point on the life-line do people 
begin working?** "At what point (m the life line do people get 
fflarriedr* "At n^t point on t*ie life line do pe<^le usually retire?" 
"At what points In the age of parents are their children in school?" 



3. Discuss use of the vertical axis as a technique to shout another 
factor in* relation to time. The divisions on the vertical scale 
are meant only to show if the line of the graph is rising or falling 
and relatively how far. Stimuli: "Let's look at fspily responslbil- 
Ity. How much f£ra11y responsibility might a perswi have at 20 years 
of age? (plot) 30 years of age? (plot) 40 years of age? (plot) 
50 years of age? (plot) 60 years of age?" (plot) Let students 
discuss and put forward their reasons for certain levels. Try to 
get a consensus at each age fbr an agreed-^upon exemq^le. Mhen the 
points for each age are plotted, join them with a smooth curve. Then 
discuss the curve at various ages. Stimuli: "At what ages are 
family responsibilities the lea^t? greatest? increasing? decreas- 
ing?" Here are some facts frm the Canadian Census whfch show 
averages : 



CHILDREN 

m 


AVERA^ AGE 
OF MEN 


AVERAGE AGE 

OF wmn 


1st child 


27 


24 


2nd child 


29 


26 


3rd child 


31 


28 


4th child 


33 


30 



4. Draw and discuss a curve of Fanlly Responsibilities on the project- 
ual, based on the census figures. Such a graph shows that family 
responsibilities begin to Increase after marriage and birth of the 
first child. The time of mst responsibility will be about 18 year 
after the birth of the first child. 




S. Mork through the Earnings curve in a similar manner. The earnings 
curve begins irfth the first tern of e^loy^ent and shows a steady 
Increase for IS years (point of occupational maturity). At this 
point* It tends to level off for about 10 years and then levels to * 
retlr^nt. At retff^nent a drop to about one~half the highest 
level Is normal. 




6. Occupational Development. Do not discuss occupational development 
at this point. This will be deireloped In Tdpic V. It is possible 
here to demonstrate that the employment role is the supporting 
element In the other two major roles. If the students draw the 
conclusion, discuss it in a general way only, leaving the detailed 
projection of occupational development for later lessons. 



7. Illustrate the relationship between earnings and family responsi- 
bilities with the following three example. The examples are H)f . 
separate individuals whose circumstances and decisions relating to 
marriage, timing of family, education and trailing factors varied 
greatly. The instructor may draw these graphs on the projectual or 
on a flip chart to draw attention to particular points or to vary 
the circumstances from those given. 

Note that the heavy beaded vertical line indicates the point of 
highest family responsibility, and the thinner beaded line indicates 
the point of highest earnings. 
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Exainple 1: 

In this exaaiple, the individual married young and he reached the peak 
of his feral 1y responsibilities at about age 42. However, he did. not reach 
the peak of his earnings until seven years later at age 49. He did not 
have the greatest amount of immey available wh^ he needed It roost. 



« > ■ in i i A ^ ' ii ■ in 



* ' ' ^ ■ • * 1 

2a 



40 



« I t I < i. 



' ' ' ' i ' ' ' X* ' ' ' m « I M l .1 ,11 

™ » «o 



4a 



Ex«nple 2: 

In this example, the person married at 28 and probably had his first 
child at about 30, so that his family responsibility peaked at age 48. 
However, he spent several extra years In college, so that his earnings did 
not reach a peak until he was 56. 




■ ■ ■ ■ # 
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Ex^ple 3: 

In this exfiB!iple, the individual' married at about 30 and his family 
responsibilities reached the highest point at about age 50. He is seasonally 
©nployed or changes jobs frequently, so that his pattern of earnings does not 
rise according to the standard curve. He therefore finds that his earnings 
at aqe 50 are low, and he has a hard time to meet his responsibilities. 




Example 4: 

In this example, the individual marries late and his peak of family 

responsibility is at the age of abotit 56. He started his work at an 

occupation fairly early in life so that he reaches his highest earnings, 

at about age 48. His earnings are beginning to decline by the time he 
reaches the point of greatest responsibility. 



FAMH.Y RESP«bNS{aUTIES 




• 
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1 
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PROJECTUAL: Rou analysis ch/St 



OBJECTIVE #3: 



Evaluate the effect of personal decisions made 
In relation to fawlly responsibilities and 
earnings. 



STRATEGY: Dtplaln the 1<tea of plotting a Hfe-11f« on a 
graph, plot sas^le points,, and draw curves for 
thm as explained In Steps 1 - § of Exercise 
3. ^ 



INTROWJCTION: m cm iUtutnAU the. i<mUy wpon&4JbltUiu 
that a pman kavzjU diU^^ «3e6 by 
d/imUm A Ui^-lme, ion. kU umiUing ym/u cn 
a snofM, ThiL mmim& alom bottom idm 
Indicate. age at v<vUou& po4nt&. 



ROLE ANALYSIS CHART 




ro <9 K 

QCCMPATtONAL (^V^tO^M^T 
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EXERCISE 4. . Roles as Goals 



In Topic I, rolns were listed and discussed In t(je exercise on 
Ten Persons I Am and again In Exercise 1 of Topic IV In the exercise 
®J Ten Persons I Want To Be. At this point the ^hasls should be 
changed from roles to ooal? . In a brief discussion, the instructor 
sh<Kild point out that intentions or plans for future roles cam be 
called goals. For the remainder of the course, they may be referred to 
as goals . 

Also, from this point, the process of examining and setting goals 
will become more definitive and will involve the students in a decision 
making strategy in learning mre about th^elves, their families, and 
social and work environments, and in making plans to achieve goals 
which have been chosen. 



^ Ji l'*'^.' " - \ 

t * . ' 
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. UNIT 2 : SETTIMS CRITERIA 



OB«^CTIVES 



1. Describe a (tecUlofiHaaldng stratefy Involving clarification of 
decision situatlimst setting criteria. Identifying and exploring 
alternatives, evaluating alternatives and deciding, and planning to 
Ifr^lmnt the decision. 

2. Identify and set criteria, based on pers<mal roles and personal 
preferences, v^lch can used In setting ami evaluating long-teiia 
family and social ^Is. 



LEARNif^ACnvmES 



1. Exercise 1. Present and discuss a declslon^klng strategy in five 
steps. Apply the strategy In an ex^lo decision situation to 
practise the Individual steps and tim strategy as a i^le. 

Projectual : Decision V^kim^ Strategy 
Student's Book: Decision Pteking """^ 

Ch«?s1ng an Aoartroent to Rent 

2. Exercise 2. Review the declslon-maklng strategy and earlier 
discussions of personal goals, and th^ af^ly Steps 1 and 2 of the 
dec1s1on*mak1ng strategy. Tfm result shmild he a set of criteria 
which can he a stlisul^s for possible €lH>1ces and a base on which 
to evaluate these alternatives later. 

Student's Book: Setting Criteria for Personal Goals 



setting criteria for Personal Goals 
Criteria for Choosing Personal @aTi 
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Decislon«Wakinq 



1. Introituce the suhject of <lec1$t<m-^kfiig by discussing ex€«^1es In 
work, home and social life. Exas^les can N relatively unl^rtant, 
such as <l^1d1ng whether to ^ to novle A or ^vle B, or deciding 
which of several pairs of shoes to buy. Th&i bring In raore- Isiport- 
ant decisions In a paf*son*s life: deciding v^t type of education 
to get* (teclding on an^ occupation, arnl deciding on where to live 
ai^ t^rk. Stress the fact that Iff ^re In^rtant decisions the 
lamact of a wron<^ decision Is greater . 

2. Present the dec1s1on*^1ng strategy descHI^ In the following 
Sect1<Mi A, A Oeclslon >iak1 no Strategy . Use the overhead projectual , 
ltec1s1on»?^k1ng Strategy , while explalnlnQ and discussing the five 
steps. 

«. 

3. Apply the decision-making strata In working through a given 
decision situation. An exa^e Is provided In Sect1<H» B, Choosing 
an Aoarta^t to Rent * hut another may be chos^ Insteid. in any 
caset do the five steps and discuss the results of each. If It Is 
considered aw>ropr1ate. and If tirae permits, one cr additional 
examples using t)m strategy could be used. 
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^ PROJECTUAL: OECISION-MAKINS STRATEGY 



OBJECTIVE #1; Describe a declslon-Bidkins strategy Involving 
clarification of decision situatlws, setting 
criteria. Identifying and exploring altem- 
dtives, evaluating alternatives and deciding 
and planning to ii^lenent the decision. 



STRATEGY: Begin with single exai^les of everyday decisions 
that p^le make. Then introduce each of the 
five steps and explain and discuss each. 



INTRODUCTION! Esf^At^ody maku ^mplt d&U&lom Q.veJ^'dau, 

KtqwUfZ moA& cme, and jfhtugiU, HoAe, a 

^y6tm oi fnakOfi@ de.cUi4fifi& in ^ve 

tt4cc/i uilU heip ym io tmkt the, fuQht one. 
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OSO^-MAKNUG STRATEGY 



t CMfy Urn 0M4«toti SlteffMM 



4 iViMMM) iUMMM^MM «Mf INnMcMI 



A. A Decislon-ffeiklnq Strateg y 



The declsiQjfi-maklng actTv^y as presented in this section is ^ 
directed mostly towards Career planning, indwding occupational choices, 
trainfng choices and job choices. Hm^ver, some time spent on general 
decision making is desirable and ajSpropriate. The aim at ttiis stage Is 
to build a knowledge base to give the students some confidence jn using 
the steps In a general way before they need to make* important personal 
career decisions. . -"^-^ ^ 

The Instructor is cautioned not to assun^ that decision-waking l-s 
an easy, mechanical process. It is, rather, highly personal and often 
subjective, and the process should alv^ys be flexible. The experience 
of a systeaatic approach, Km^ever, provides a student with a realistic 
and set pattern of behaviour whiCH ie can draw on and apply in later 
circiflBstances as his particular neeo^ dea^ind. 

• # ' . 

The deciding strategy described in steps bslow Is fairlv simple 
and yet widely useful for career planning and other cteclsions. The 
strategy allows adjustments to meet contingencies as they arise, and at 
Us conclusion the strategy requires a plan to impleiient the decision. 



The Steps 



h Clarify the Decision Situation 



♦ 

A decision situation exists when a person has to make a choice 
from a set of alternatives . This stat»ient suggests that altern- 
ative courses of action are possible and that one of them will be 
the best for the individual faced with the choice. It also suggests 
a ti«« fr^ in which choice points can be ifJentIf led in a certain 
order of importance. For example* in career planning a person 
obviously has a choice of particular jobs. A person would also have 
several alternatives in making plans for education and special 
training. These involve different decisions and decisions made at 
different tin^s. 



Career planning, then, Is -not simply one choice of an occupa- 
tion, but rather a series of decisions, made at critical points and 
affected by a situation at the time of each. In this context 
"clarifying the decision situation" means that a decision situation 
must be understo<Kl In terms of three, things: 
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* Us point in the career plan; 

* how critical the decision is; 

* how it is related to the next critical decision point. 



Stimulus questions for clarifying the decision situation might 

be: 

a. What decisioffi(s) must be made now and which can be delayed? 

b. What information, or assistance from people or organizations, 
do I need to help me make tf|is decision? 

c. What in general terms will the alternatives be? For example, 
in, making a choice of a training progr^, the alternatives 
must be within the total set of possible training programs. 



Set Criteria 



This step focuses on the identification .and examination o f the 
constraints which will put broad or specific conditions on the 
decision. Criteria can be stated in terms like: "The choice must 
be "The choice should be "I would like to 



Criteria are used in two ways. First, if taken singly, and 
without reference to any other criteria, they can stimulate the 
identification of a broad set of alternatives. Second, they can be 
used to evaluate alternatives as constraints on the choice; that is, 
one criterion can be applied to the alternative generated by 
another. This leads to the identification of a sub-set of alterna- 
tives which meet both criteria. 



Stiim/lus questions for setting criteria in the context of a job 
choice might be: 

a. Would I move to another city or region? 

b. What general levels of salary or wages would be acceptable? 



The answers to these questions, and others like them, will aid 
in seeking alternatives, as well as evaluating them when a decision 
must be made. 



Identify and Explore Alternatives 



The criteria can provide the stimulus to generate alternatives. 
The intention is to produce a universe of possible choices. This is 
best done by choosing a single criterion and using it as a stimulus. 
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For ex^^le. In a decision related to choosing a school or college 
In. which to take a cdurse, the universe of alternatives would all 
institutions which offer the type of training. 



Exploratiota of the alternatives identified provides the 
student with as^jiuch inforraation on each alternative as possible. 



For exanyle, in choosing a school to take a course, a person 
might prodtfce this list: 



Criterion #1 


Alternatives 


I want to take a clerk-typist course. 


School A 




School B 




School C 




School D 




School E 


Criterion #2 


^«^tematives 


■ — ' ^ — ■- — 

I want to live at home while taking the course. 


School A 




School F 



In the exploration, further facts would be gathered and recorded 
for each alternate 



Evaluate Alternatives and Decide 



In this step the criteria are applied to each of the alterna- 
tives to identify those alternatives that best meet the criteria as 
a whole. The evaluation may produce several alternatives, or a 
single one, which will be the 'best* choice (or choices) for the - 
individual. In the evaluation, certain criteria may have to be 
given priority because of the advantages of some alternatives over 
others. To follow the example from Step 3, if living at home is a 
high priority, the person would have to choose School A; School F 
offers no clerk-typist course. On the other hatnd, to gain some 
benefit based on another criterion, the person may decide that- he 
would have to live away from home. 



Plan to Implement the Decis ion 



The final step in the strategy is to make plans to implement 
the decision. The suggested technique here is to Identify all the 
required tasks, to ordrfr them in time, and finally to carry them out. 
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In the example of the clerk-typist course in Steps 3 and 4, 
after the person has made his choice, these are %m\c of the tasks 
which fliiyht Le required: 

a. make application; 

b. get money for fees, living expen'-es, etc.; 

c. arrange for acconsnodation (If relocation is necessary); 

d. get transcripts of school records; 

e. get medical examination; 

f. get necessary books, materials, etc. 



These tasks v/ould then be arranged In order and carried out to 
ensure that entry to the course would be achieved. 



B. Example Decision Situation; Chooslm i an Apartment to Rent 



The Situat^'on 



You are living in a furnished apartment and have just decided to 
purchase your own furniture, except for a kitchen stove and a refriger- 
ator. You are now looking for an unfurnished apartment to be available 
one month from now. * 



The Steps 

1 . Clarify the Decision Situation 



Your decision situation will be to decide which of the avail- 
able apartments best meets your needs. 



2. Set Criteria 



You have listed the following conditions as a means of ident- 
ifying possible choices: 

a. The most you can pay, not Including utilities, is $175,00 per 
month. 
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b. The location should be within easy walking distance of a bus 
route or your place of work. 

c. The apartment must have a stove an^ a refrigerator. 

d. The apartment should have one bedroom. 

Identify and Explore Alternatives 

You have used newspaper advert Isanents and telephone calls to 
get the following Information. Use each of the criteria in turn to 
find possible choices of apartments. 



Criterion #1: The most you can pay, not Including utilities, Is 
$175.00 per month. 


Alternatives 


Remarks 


1. Central Apts. 

Z. Palace Place 

3. 325 Maple Street 

4. Mr. Adams 

5. Hilltop Apts. 


$160,00 
$175.00 ' 

$110.00 (Includes utilities) 

$155.00 

$170.00 




Criterion #2: The location should be within easy walking dis- 
tance of bus or work. 


Alternatives 


Ratiarks 


1. Queen Elizabeth Court 

2. 1550 - 23rd Street 

3. 270 Westview Crescent 

4. Hilltop Apts. 

5. Central Apts. 


on bus route, 1 mile from work 
6 blocks from bus and work 
3 blocks from bus, 5 miles from work 
1 block fr«n bus, 1/2 mile to work 
3 blocks from work 




Criterion #3: The apartment must have a stove and a refrigerator. 


Alternatives 


Remarks 


All apartments have a 
stove and a refriger- 
ator except Plneview 
Lodge 
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Criterion #4: The apartment should have one bedroom. 


Alternatives 


* 

Remarks 

. .... .u UL.. ■n,..i.n.Mi.i tn.. .n m .T n,nnu.., iiiu.. ., n, in ■ i i i mi. i.. Hi* i nnn I 


Hany listed. All 
those from Criterion 
#1, 2 and 3 are one 
" bedro<SB except Queen 
Elizabeth Court. 





« 



4. Evaluate Alternatives and Decide 



a. All apartments seen or advertised have stoves and fridges 
except Pineview lodge. 

b. Hany one-'bedroon apartments are available. 

c. Location and rent appear to be the tnost Important criteria. 
On these criteria. Hilltop Apartments and Central Apartments 
are within the price range and have good access to work. 

d. You have visited both t^partments and found that the Hilltop 
is in .better condition and Is in a residential area. 

e. Your choice is the Hilltop Apartments. 



5. ?Tan to Implement the Decision 



Having decided on the Hilltop Apartments* you now make plans 
to rent an apartment there. The tasks might be: 

a. Write or phone the person in charge of rentals and give him 
your decision. 

b. Find out if a deposit or advance rental Is required and make 
the payment. 

c. Give notice of leaving your present apartment. 

d. Arrange telephone and utilities changes. 

e. Arrange to have your furniture and the personal belongings 
moved into the new apartment. 



Finally, you decide the order in which the tasks should be 
done, and you carry them out. 



ERIC 
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EXERCISE 2. Setting Criteria for Personal Goals 



1. Review the dec!«lOn.inaking strategy by briefly discussing each of 
the five steps with the aid of the projectual Decision Making 
Strategy . Mention the example just completed and the application 
of the strategy to. it. 

2. Return to a brief discussion of personal goals by: 

a. reviewing the activities In Topic I; 

b. reviewing the activities of Unit I of this topic where 
desired roles were considered as goals; 

c. preparing .students to consider their personal goals in more 
detail by applying the decision making strategy to the choice 
of goals; 

d. reviewing the first two steps In the deciding strategy as they 
will apply in this exercise. I.e., to derive criteria for 
personal goals. 

3. Apply Step 1 - Clarify the Decision Situation . The objective here 
is to make students clearly awcre that personal decisions are 
desirable within the context of family and social goals. 

Family Goals : The decision situation is one of choosing a 

family role which recognizes existing conditions 
and future possibilities. Discussion may centre 
on two situations: unmarried students still 
living at home, and married students with their 
own homes and families. Stimuli ^ "What rela- 
tionship do you want to maintain with your 
parents and the parental family and home?" 
"When do you want to get married and set up 
your own home?" "What kind of -relations do you 
want to maintain with your own spouse and 
children?" "How do you want to spend your 
money: to buy your own home? to pay for 
recreations and amuserrients? to educate your 
children? to improve your own education? in 
other ways?" 

Social Goals : Clarification here might produce some broad 

categories of choices indicating the extent and 
general orientation of the social roles possi- 
ble within context of family and work. Stimuli: 
"What sports activities do you want to partici- 
pate in?" "What social clubs do you want to 
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join?" "Oo you Intend to join and be active in 
a church? a political party? a cofnmunity 
organization?" What effects would a ni^ht job, 
shift work or self-employmeiit have oh social . 
goals?" "Would you want to leave your present 
^ social consnunity to take a job somewhere else?" 

Occupational Goals ; Delay the consideration of these goals now, 

but inform the students that they will be 
setting crit^ia and occupational goals 
later in Topic V. 



4. Apply Seep Z - Set Criteria. Initially the students should examine 
the constraints or conditions already existing in the form of "Things 
I Cannot Change" for each role group from Exercise 2 in Untt 1/ 
These should be examined again to detefmine their flexibility, and 
where constraints still exist, they should be recorded as criteria. 
For each of family and social goals, stimu^lus questions such as the 
following might also generate criteria: 

a. Whaf things in my life cannot be changed? 

b. What things would it be very difficult to change? 

c. Is there any person or place I do not wish to leave for any 
extended period of time? 

d. Is there a particular location or type of location where it, 
is necessary or desirable for me to live? 

e. Whet do I really want to accomplish in my life? 



5. Students record their criteria for family and social goals on the 
form Criteria for Choosing Personal Goals In the Student's Book ; 
in this way they can keep their criteria confidential. Both 
instructor and students should be aware that criteria are subject 
to change and should be modified as the individual makes Important 
changes in his life. To help students list their criteria, they 
might start each point with the words, "I want ..." 



t 
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CRITERIA FOR CHOOSING PERSONAL (K)AIS 

Family Goal Criteria: 

1. 

3 • 

3. • 

4. . 

- ^ _ 4 

6. ~ 

Social Goal Criteria: 

1. ' ^ 

2. ZIIZZIZIIZZIIIZZZZIZZIIIZZ 

3. ^ ' 



5. 

6. 

•Occupational Goal Criteria: 

(These criteria will be set In Topic V. ) 
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UNIT 3 ' SETTING PERSONAL GOALS 



OBJECTIVES 



1. Identify and describe personal qoal alternatives within the context 
of family and social roles. 



2. Evaluate alternative goals and make personal goal choices consistent 
with established criteria. 



3. Prepare tentative plans In the form of tasks to be completed or 
further decisions to be made in order to achieve personal goals. 



1- 

/ ■ 

LEARNING ACTIVITIES 

1, Exercise 1. Use the criteria from Exercise 2 of Unit 2 and apply 
Step 3 of the decision-making .strategy to generate and describe 
personal goal alternatives for each criterion in turn. 

Student's Book: Exploring Personal Goals 



2. Exercise 2. Evaluate these personal goal alternatives according to 
the established criteria and make broad family and social goal 
choices by applying Step 4 of the decision making strategy". 

Student's Book; Setting Personal Goals 

Evaluating fan^ily Goal Alternatives 
Evaluating Sociai Goal Alternatives 



3. Exercise 3. Apply Step 5 of the decision-making strategy by listing 
and ranking actions and further decisions which need to be made to 
implement personal goals. 

Student's Booi<: Planning to Implement Personal Decisions 

P lans to Reach E ami ly Goalj^ ' 
Plans to Reach Social Goals 
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149 

EXERCISE 1. Exploring Personal Goals 



1. Review the <teci si on-making strategy by mentioning each of the five 
steps briefly. 

2. Introduce this exercise by placing the activity of Identifying and 
exploring personal goal alternatives in the context of prev1<His 
exercises. I.e., as St^ 3 of the decision-making strategy, follow- 
ing Steps 1 and 2 in the previous exercise. 

3. Have the students bring forward their criteria for family and 
social goals and record thsa on the form Exploring Personal Goals 
1" Student's Book , {fitm for up to six criteria tn each group 
is provided. ) 



4. Apply Step 3 - I<tentify and Explore Alternatives ; 

a. Discuss methods of identifying alternatives for each criterion 
listed. Stiawli: roles of "Ten Persons I from Topic I; 
roles of "Ten Persons I Want to Be" from Unit 1 of this topic; 
other personal preferences. 

b. Students will then record their alternatives for each criterion 
oe the form Exploring Personal Goals . They do not need to f 11 1 
every space or be limited by It. Assist students by asking 
stimulating questions or suggesting alternatives, but do not 
direct them to choose specific alternatives. 

c. In the space for "Remarks", the students can write any pertin- 
ent facts cr information about the alternatives which may help 
them later to choose one. Allow time and opportunity for 
questions and thought during this, exploration period. Students 
may want to discuss the alternatives with family mcmJbers or 
other significant persons t^fore they finish completing the 
fonns.' 
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EXPIORING PERSONAL GOALS 
Family Goal Criterion #1 



Alternatives 


Relnarks 










9 








' 4 









Family Goal Criterion #2 



Alternatives 


Remarks 




i 












• 












Family Goal Criterion #3 



Alternatives 



Remarks 
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Family Goal Criterion #4 



Alternatives 


Remarks 
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Family Goal Criterion #5 



Alternatives 


Remarks 


* 














* 










Family Goal Criterion #6 • 




Alternatives 


Remarks 
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EXPLORING SOCIAL GOALS 

4 

Social Goal Criterion #1 



Alternatives 


" " ' ~' ■■ ■- — - - 
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Social Goal Criterion #2 



• Alternatives 


Remarks 
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Social Goal Criterion #3 ' . 



Alternatives 



Remarks 
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Social Goal Criterion 1^4 



Alternatives 
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Social Goal Criterion #5 




Alternatives 


Ra4rks 



























Social Goal Criterion #6 



Alternatives 



Remarks 
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EXERCISE 2. Setting Personal Goals 



1. Review the decision- making strategy by mentioning each of the five 
steps briefly. 

2. Review the alternatives which the students wrote in the previous 
exercise. Make sure that they have cofRpleted Jthat exercise ade- 
quately before proceeding. 



3. Outline the tasks in this exercise within the context of previous 
exercises. I.e., as Step 4 of the -deciding strategy. Emphasize 
specifically that a choice or choices should be made, and that these 
choices will help 1n making personal career plans. 



4. Apply Step 4 - Evaluate Alternatives and Decide . The students will 
work through the following steps: 

a. Rank each of the family and social criteria from most important 
to least Important by numbering (up to 6) tne rank of each in 
the margin on the form Criteria for Choosing Personal Goals 
from Exercise 2 of UnltTI ' 

b. Write the family goal alternatives from Exercise 1 in any order 
Oil the form Evaluating Family Goal Alternatives . 

c. Complete the check list on the same form by indicating which of 
the criteria are met by each alternative. The instructor may 
need to assist students to make judgements about whether 
criteria are met, or to use the form properly. The check marks 
will indicate which alternatives should be seriously considered, 
which to be rejected, and those which might require further 

'.pi oration. 

d. On the Jjasis of this evaluation and any preferences, the 
students choose the best alternatives and write them at the 
bottom of the page under Family Goal Choices and Social Goal 
Choices. 




/ 
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EVAtUATING*FAMILY GOAL ALTERNATIVES 





Criteria ^tet 




1 


2 


3 


4 


'5 


6 
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Family Goal Choices 

1. 

2. 



3. 
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EVALUATING SOCIAL GOAL ALTERNATIVES 



Social Goal Alternatives 

- 


Criteria Met 




1 


2 


3 


4 


5 


6 


Remarks 


■ 


• 
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Social Goal Choices 
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EXERCISE 3. Planning to Implement Personal Decisions 



1. Review the five steps of the decision-making strategy. 



2. • Review progress through the first four decision making steps In 
recent exercises. Emphasize both the Importanqe of planning to 
achieve goals and the* use of the deciding strategy to make adjust 
ments or new decisions at various times. 



3. Students will bring forward the family and social goal choices from 
Exercise Z and write than at the top of the forms Plans to Reach 
Fami ly Goals and Plans to Reach Social Goals In the Student's Book . 



4. Apply Step 5 - Plan to Implement the Decision . The students will 
wbrk through the following steps: 

a. Prepare a list of tasks to be carried out to achieve family and 
social goals and write them on a separate card or sheet of 
paper. 

b. Rank the tasks on a time priority basis with the first task on 
top. 

c. Transfer the lists to the section Things To Do on the forms 
Plans to Reach Family Goals and Plans to Reach Social Goals . 

d. Review the goals and plans to achieve them, in preparation for 
further self-assessment and occupational planning in Topic V. 
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PLANS TO REACH FAmiy-t^AlS 



FAMILY GOALS 



THINGS TO DO 
1 



2 



3 

• ' ^ ' "■ " " "' " ' — ■ ■ ■ 



4 



5 



6 
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SOCIAL GOALS 



THINGS TO DO 
1 



PLANS TO REACH SOCIAL C^ALS 
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CLERK '^^e/^ 



^e^^^^ ACCOUNTANT 
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CHOOSING 



CHOOSING AN OCCUPATION 



OBJECTIVES 



Students will evahiate their personal traits, learr about the world 
of. v«)rk, and make an "occupational choice. Specifically, students will: 

f. Set criteria for an occupational choice by preparing and Interpreting 
a personaV qualifications profile of Interests, aptitudes, tempera" 
«nents, preferences for work environment and physical activities, and 
level and type of training and experience. 

2. Identify and describe occupations which reflect personal traits and 
personal preferences. ' . . 

3. Make ah occupational choice which is consistent with personal traits, 
personal preferences and personal goals. 

4. Identify and describe an appropriate number of jobs which could be 
obtained in the chosen occupation. 



OVERVEW 



Beginning with self-assessment activities, the student prepares a 
comprehensive profile of interests, abilities and preferences. This 
profile is used as criteria to identify occupations for detailed study. 
Out of the occupations thus identified and studied, a choice is made 
and a number of jobs are identified and described. 

Unit 1 - In Setting Criteria a comprehensive self -assessment is 

prepared as a set of criteria for occupational exploration. 

Unit 2 - In Exploring Occupations the personal traits are used as 
access variables to identify occupations. Occupations 
identified are studied and described in detail. 

Unit 3 - In M aking An Occupational Choice the criteria of interests, 
ablTitles and preiPerences along with personal goals are 
used to evaluate alternative occupations. An occupational 
choi,ce is made. 
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Unit 4 - In Exploring a mincer of jobs wblci^ 
with the chosen occupatlon(s) are Ident 



are associated 
fled and described- 



EVALUATION 



Appropriate parts of the student's book should b^^ properly completed. 
An. occupational choice should be made and a list of appropriate jobs 
prepared. 
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UNIT I : SETTING CRITERIA 



OBJECTIVES 



1. Identify Interest factors, temperament factors and factors descriptive 
of ^rk envl rormients and physical activities and prepare a profile 

of personal measures of these factors. 

2. Identify aptitude factors (6ATB) and prepare a profile of personal 
measures of these factors, along with levels of general education 
and specific vocational preparation. 

3. Prepare a 'comprehensive personal profile of Interests, aptitudes, 
other qualifications and factors and personal preferences and 
experience. 

4. Prepare a set of criteria for occupational choice, based on personal 
traits and preferences. 



LEARNING ACTIVITIES 



1. Exercise 1. Through Instructor guidance and class discussion, students 
define interests , identify and describe interest factors, and assess 
their prefererices for work activities representative of these factors. 
The Student Report Folder of the Ohio Vocational Int^est Survey (with 
scores) .Is interpreted. 

Projectual Set: Interests 

Projectual Set: Interpreting the OVIS 

Student's Book: Interests 

Interests Check List 

2. Exercise 2. Through Instructor guidance and class discussion, students 
define temperament, identify and describe temperament factors, and 
assess their reactions or adjustments to work activities representative 
of these factors. 

Projectual Set: Temperaments 
Student's Book: Temperaments 

T®»yeraB»n€? Check list 
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Exercise 3. Through instructor guidance and class discussion, 
students define physical activ1ttes « identify and describe physical 
activities factors, and assess their preferences and capacities for 
these physical activities. 

Projectual Set: Physical Activities 
Student's Book: Physical Activities 

Physical Activities Check List 

Exercise 4. Through instructor guidance and class discussion, 
students define enyiroresental conditions , identify and describe 
environmental conditions factors In work, and assess their abi littles 
and preferences to function In various envlroranents. 

Projectual Set: Environn^ntal Conditions 
Student's Book: Envirorenental Conditions 

Envlror^ntal Conditions theck List 

Exercise 5, Through instructor guidance and class discussion, 
students define aptitudes , identify and- describe aptitude factors 
as used in the General Aptitude Test Battery, and interpret personal 
measures of these aptitudes. 

Projectual Set: Aptitudes ' 
Student's Book: Ai?.titudes" < 

Aptitudes Check list 

Exercise 6. Through instructor guidance and class discussion, students 
identify, describe and assess their own general education- and vocational 
training levels in terms of GEO and SVP factors and scales. 

Projectual Set: Education and TraininjI 
Student's Book: Education and Traini ng 

Exercise 7. Through an instructor-guided process, the students complete 
a comprehensive personal profile by bringing forward the assessments of 
their personal traits from earlier exercises. Variables for these 
factors are then drawn from the profile to produce a set of personal 
traits as criteria for beginning to explore occupations. 

Projectual Set: Setting Criteria 
Student's Book: Setting Criteria 

Personal Profile 

Occupationa 1 Qual 1 f 1 ca ti ons Prof 11 e 
Criteria for Occupational Choice 
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EXERCISE 1. Interests 



1. Review briefly the progress toward 9oal setting which was made In 
Topic IV*. Stress that roles and broad personal goals were the focus 
of attention In' previous exercises. 



2. Explain that In this topic the students wllUfocus attention more 
specif lea Uy on work and occupation roles. Students will look 
objectively and precisely at personalUralts wfilch are associated 
with the requlranents of occupations. Traits to be assessed are 
Interests, temperaments, aptitudes, education and training, and 
physical capacities. 



3. Introduce Interests as the first personal trait to be studied. Use 
the first projectual of the Projectual Set: Interests to start a 
discussion on the role of Interests in mrk and in occupation 5l choice. 
The Idea is that the activities of a chosen occupation should attract 
a person's interest and bring satisfaction as a result of performing 
then. (See the section "Notes on interests" which follows, for 
/urther Information on Interests. It is not necessary to present 
this background material to the^ students. ) 



4. Discuss Interests with the view of defining them in the context of 
work activities. First exai^les from non-work activities may help 
to develop understanding of the term. Then you can associate non- 
work Interests in hobbles, for example, with occupational Interests. 



5. Introduce "Interest Factors" with the second projectual ,of the 
Projectual Set: Interests . Discuss each factor separately and 
1 ?lustrate it with definitive examples, (fee the sect lop "Illustra- 
tive Activities for Each Interest Factor" v^ich follows, fort some 
examples.) Ask the students for examples of their own; their examples 
may help other students to understand the factor, and they will pro^ 
vide an evaluation of understanding. If exan^les are not typical of 
a given factor, assign them to the appropriate one. 

If pictures of work situations are available, an excellent 
exercise can b^ developed In Identifying the interest factors ex- 
hibited. For example, a picture of a mechanic at work might elicit 
responses like "things and objects"; "non-social work In relation to 
processes , machines and techniques"; "routine concrete and organized 
work"; and "work leading to satisfaction from tangible results." The 
students should be aware that several factors may apply to any par- 
ticular job. 
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6. Have the students complete the Interests Checklist in their books. 
Assist thew with examples as requtre<l and inform them that their 
staten^nt of preferences will help them to make a decision later 
on occupational choice. 

7. Give -th^e students their OVIS Student. Report Folders. Use tije - 
Projectu^^ Set: Interpreting the OVIS to explain the parts of the 
report. Each student should study and evaluates the various interest 
descriptions in hfs report. Show the class that the OVIS Guide to 
Career Exploration can be used in interpreting their interest scores. 

Notes on Interests 



Definition ; An interest is a feeling of attraction .toward a person, 
thing or activity! if one has an Interest ♦•there is, a tendency to have 
i positive reaction to a person or thing, or to continue an activity. 
On the other hand, if no interest exists, the person will not react at 
all. In the case of an aversion, he will tend to turn away from or reject 
the person, thing or activity. . " ^ 



Role of Interests in Occupational Choice 



Interests are an important factor in occupational choice because 

a. there is a significant relation between job stabjlity-sajtis- 
faction and a" positive interest in the type of work 'activity; 

b. interests. tend to be relatively stable after a person reaches 
maturity. . ' 



While a number of interest scales, interest descriptions and groupings 
have been devel oped , most notably by people like Strong and Kuder, the 
interest factors used in the CCOO qualifications profiles are based on 
the work of C. Cottle. The Cottle approach, which incidentally was based 
on the work of both Strong and Kuder, suggests that interests are bipolar 
in nature. That is, a preference for one type of work activity is asso- 
ciated with an aversion to a contrary type of activity. For example, a 
preference for working with things and objects would be associated with a 
preference not to work with people in activities such as counselling, 
teaching or sales. 

) ' ' ' 

In the adctionary of Occupational Titles , (Trhlrd Edition 1965, U.S. 

Dept. of labor), and subsequently in the Canadian Classification and 
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Dictionary of Occupations (1971, Dept. of Manpower and Immigration), 
interest factors ^used as descriptors of Interests In the Qualifications 
Profiles were those developed as bIpoHr factors. Sincq ^he CCDO structure 
Is employed throughout Canada as a basis for occupational definitions and 
.qualifications and training requlrefflents, the same set of .Interest-f actors 
Is used ,1n this course. 

There^re five paljcs of interest factors, associated so tha.t-a_^osi- . 
tlve condfern for one fa^ctor of a pair usually Implies a rejection of the 
other factor of the pair. The interest factors shown below .are arranged so 
that thf bipolar nature of the set Is Indicated. 

■a 

INTEREST FACTORS 

1. Things and Objects vs. 6. People and Coirenunl cation of Ideas 

2. Business Contact with People vs. 7. Scientific and Technical Work 

3. Routine, concrete and organized vs. 8. Abstract and creative work or 
work e^^perlences > , 

4. Working for people for their vs. 9. Non-social work, carried on In 
presumed good as in the social relation to processes, machines, 
welfare sense, or for dealing and techniques 

with people and language In 
social situations. 

5. Work resulting in prestige or vs. 0. Work resulting In tangible, 
esteem of Pthers ^ - productive-satisfaction 



Illustrative Activities for Each Interest Factor 

These examples are listed to helpthe Instructor explain the kinds'of 
work to which each Interest factor refers. The examples may have to be 
changed to fit the level of awareness or experience of a particular student 
group. ' I • 

1. SUuationi involving a. pne^eAenc^ ion activiUts> deaUng icltli thXng^ 
and objzcu. 



Examples: operates a mac^hlne; keep^ records; examines and tests 
components for manufacturing; assembles components; checks supplies 
In and out; calculates prices or rates; makes scale drawings. 

Sltu(ition4) involving a p^£|^e^e>ice {^on acUvvUti involving bLLiine^4> 
contact mXh people. 

Examples: supervises the work of others; sells from door to door; 
acts as a receptionist; run^ a tielephone switchboard; conducts 
Interviews; makes financial Investigations. 
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5. 



6. 



and o^gcbiizcd mtk. 

Examples: keeps files; inspects products In manufacturing; supplies 
another worker or a machine with materials; operates a machine which 
Involves regular movements; types adiires^es and financial records; 
cultivates and h&rvests farm products. 



SituaHcm ^nvalviiig' a'phti<iAznc.z ^ox vOoAking mth people icn. theA..*t 
pfie^st-c.d good cu in tiio. uncial we^^o/ie 4e>i4e, on. ^cn. dealing £cif/i 
pzopZz and ZiJbigmge. in fecial iituationA, * 

Examples: organizes recreational groups; counsels people with 
problerTS; assists people to find jobs; serves people in a medical 
or religious way; works with handicapped people. 



SituatioiU involving a p-Xz^eAe.ncs. ^on. i<Joxh. xaulting in pimtigc. 
ax tiiQ iUteLcm otheA4^. 

Examples: helps to determine a company's policy; teaches school 
and administers school business, acts as a spokesman or agent for 
a union, company or conwnittee; conducts financial investigations; 
manage* a business. 



and ccmm.n4,(iating ide.a6. ^ 

Examples: writes for a newspaper; gives instruction in music; 
lectures; acts In the films or theatre; reads and classifies 
reports and records; Interviews clients to collect Information; 
trains animals or people in specific skills. 

Si^tiAX:A.OiU involving a pxs.{j^i.e.nce. {jOX activitLci ^ a iscienti^lc and 
technical najtuxe.. 

'Examples: conducts tests and experiments; collects and compares 
statistics and data; specializes in the production of a ^cirtlcular 
crop by studying the soil , weather conditions, and different ferti- 
luers; Illustrates scientific books; develops new products and 
processes. 

S-itaaZiom involving a px&^Mnca ^ox acXiviXiOi abi,txact and 
cxe.ativ& m-M ox zxpsAiznce^. 

Examples: conducts scientific experiments and research to prove 
facts of nature or to discover new products and methods; creates 
new hair styles to meet individual needs and appearance; designs 
clothes; writes original plays. 
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9. Sitaatiunb awo^ving a pXk'^cHcncQ ^ofi ^jctiu^ttc^ that OAC non-iodai 
iKK'fik, ccifLXied ch <♦! ficlaticnt to pn.oc.thi(U), mclunej) and techniqueJi. 

Examples: tends and regulates radio and television broadcasting 
eguijsnent; makes ready and tends printing presses; makes clothes 
to fit individuals; sets up and operates surveying machines; re- 
pairs, tests and adjusts instruments and machines. 

0, Situations inwhUng a p^C|^cic«cc ioK ittolfc itading to iidtjj^ faction 
^fiom tangibi^e Xi'ialt!>. 

Examples: carries out a number of varied operations which lead to 
a finished product - making furniture; creating jewelry or house 
bric-a-brac; making false teeth from dental impressions; preparing 
baked goods; installing appliances in cars or houses; mounting birds 
and animals; photographing, developing and printing pictures. 



« 
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PROJECTUAL SET: I^!TERESTS 



OBJECTIVE: 



STRATEGY: 



INTRODUCTION: 



Identify interest factors and prepare a profile of personal 
measures of these factors. 



Introduce interests as one's likes or dislikes of people, 
things or activities with respect to occupational choice. 
Discuss the 10 interest factors in detail, using examples 
appropriate to the students' backgrr»und and experience. 
Encourage students to give examples. 



Use the first projectual to discuss Interests in general 
and the place of interests in occupational choice. (Coyer 
the bottom statement on the projectual at first.) 

To b^§in to ^xasnim youJi peJiionat cha/ULCXoAAJitLci in doXjCiit, 
a QQod place, to itoAt Id by looklif^ at youA intQA(L&ti>, 
JnteAt6t6 a/iSL ... 
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INTERESTS are 

FEEUNQS or ATTRACTION FOR IDEAS, 
PEOPLE, THINQS, OR ACTIVITIES ' 

V 

OFTEN THE FIRST STAGE IN CHOOSING 
AN OCCUPATION 

I II I I l , . M 4 

IfSiTEREST FACTORS 

t TNn^ and Q^ectn 

Z But^s Contact with PeiHJit 

3 f^xitine,e(»ter«te «^ org<^^ie<f wodc 

4 Working ItsF peof>^ f<H' ttuik pre«im«ci <m In the 
lodai weifare 8«tse, or for cftaibtg with p&ofAe m4 
language in sodai ^^io^chhi 

5 Work retuiting In prestige or esteem of others 

6 People and C<Nnmunlcatk»i of icteas 

7 Scientific and Technical work 

8 Abstract and o'eotf^ work or expert^Kes 

9 Non-sockjl work.oHTied on v) relatkxi to processes. 
nKScNneSiOnd te<^ml<^es 

0 work resuittng m t<^gtt)ie, productive satisAsction 
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INTERESTS CHECK LIST 



Here are ten types of work activities. Circle the response at the right 
which best describes how you feel about each of the activities. If you need 
help in understanding the meaning of the activities, ask your Instructor to 
give you some examples. 



I. Activities dealing with things and objects. DQN*T LIKE DON'T KNOW LIKE 

DON'T LIKE DON'T KNOW LIKE 



2. Activities involving business contact with 
people. 



3. Activities of a routine^ definite, organized 
* nature. 

4. Activities which involve direct personal 
contact, to help people or deal with them 
for other purposes. 

5. Activities which bring recognition or 
appreciation by others. 

6. Activities concerned with people and the 
communication of ideas. 

7. Activities of a scientific and technical 
nature. 

8. Activities which require creative imagi- 
nation in handling' things or ideas of an 
indefinite nature. 

9. Activities which are non-soclai and in- 
volve the use of machines, processes, or 
taethods. 

0. ActivltiRS which result in satisfaction 
from working on or producing things. 



rX)N*T LIKE DON'T KNOW LIKE 



DON'T LIKE DON*'T KNOW > LIKE 



DON'T LIKE DON'T KNOW LIKE 



DON'T LIKE DON'T KNOW LIKE 



DON'T LIKE DON'T KNOW LIKE 



DON'T LIKE DON'T KNOW LIKE 



DON'T LIKE DON'T KNOW LIKE 



DON'T LIKE DON'T KNOW LIKE 



IN THE SPACES BELOW, write the number of the activities in order from 
your first choice (beat-liked) to your last rholce (roost disliked). Start by 
writing in your first three best-liked choices and the three most disliked 
choices. Then fill in your other choices. 

Most disliked 



Best liked 



1st 

choice 



2nd 



3rd 



4th 



5th 



6 th 



7th 



8th 



9th 



LAST 
choice 



175 



PROJECTUAL SET: interpreting the ovis 



OBJECTIVE f 



STRATEGY : 



INTRODUCTION: 



Through interpretation of the Student Report Polder, 
studer ,s will identify which of the 24 Interest scales 
should be explored In making occuMtional choice deci- 
sions. ^ 



Before doing this exercise, read the informatlDn on 
standard tests in the introduction and in the OVIS 
Manual for Interpreting . With students referring to 
their own Student Report Folders, work through the 
projectual set as a guide to focus attention on each 
of the pertinent characteristics and results of the 
survey in sequence. 



With the first projectual- mentidn the time, date and 
person in charge of the t |,ng and show the Student 
Booklet to help students recall the experience of taking 
.the survey.. 



Rtcdntlij, ijou 
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ile«ently ymi tooli the 



OHIO VOCATIONAU 
INTEREST SURVEY 



This survey helps to detcH-mlne your 

INTERESTS in MANY DIFFERENT 
WORK ACTIVITIES 



By measuring your INTERESTS with the 



OVIS you can firtcl out which WORK 



ACTIVITIES you LIKE ai»<i those you 



DON'T LIKE. 
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In faet: 



When you completed the OVIS yo«i 



decided hov« much LIKE or OtSLIKB 



280 ACTUAL JOB ACTIVITIES 



The 280 Actual Job Activities 



are grouped into 



24 INTEREST SCALES 



J 
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t 



Each of the 24 iNTERSST SCALES on the OVtS 
had o total of 11 questions. 



With each question worth ffom 1 to 5 points 
it wos possible to obtain a score from: 
5 X 11 = 55 



t 

1 X 11 = 11 



r 



In deciding your UKE or DtSUKE of 280 oduol fob octivtties 
you chose one of five different choices 
which were* presented and scored Hke this: 



CHOICE 



OfiFlNITION 



SCORE 
5 
4 
3 
2 
1 
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The 24 INTEREST SCAUS o« the OVIS ore esplamed 
on fM»9e 4 of your student report folder. 



aV. 



1- ^":,,me ratoente '^^i^anc k. i . . .. 



M a% 



3\ 



. 1 . U it . 




S PROFILE CHART 



K*}/f ♦vilui rd f tfii' V - ,tfj.<nil Jntrti»t ^<(f¥<*.. 
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SCALE SCOftSS thow you the relative strength of your interests 
in the job activities described in the OVIS. 



f, 



55 



HIGH INTEREST 



AVERAGE INTEREST 



26 



25 



LOW INTEREST 





S PROFILE CHART 



«9 



i 



« « « 
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(%) PERceimLe ranks sih>w how 

* * * 

your interests comi»are with those of a typical 
ON6 HUNPHeO other poopte like ymi . 



75 



90 



Fof Example 



If your score 
'was 70 on the 
% scale TrlEN 




30 haVe more 
intereet than 
you do 

69 have less 
interest than 
you do 



100 



Another EKampte ■ 

n 

r76 have more 
interest than 
you do 

was S4 on the THEIf 

y ftcslo V tidvo loss 

interest than 

you do 



4» 
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S PROFILE CHART 





















• 




/ 


























it «*« 






4 ^ e 




C'«' If 
(MCft 






% 















STANIMES are also used io show your 
interest in eaoh scale 



9 

8 HIQH 
7 ^ 

5 AVERAGE 
4 

3 ^ 

2 tOIV 
1 
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«0 




S PROFILE CHART 



















»«#»♦ 




















1 f i 


4 « • 


? » t 
















1 





fhe SCALE CLARITY INDS/* reported in the profite chort 
shows how CONSISTENT you were in responding to the 
ACTUAL JOB ACTIVITIES in eoch scole. 

J;! Meons thot yoi. were HIGHLY CONSISTENT In the woy 
in whffh you morked /our onswers to the statements 
thot moke up the scole. 

F Meons thot you were FAIRLY CONSISTENT in the v^oys 
in which you marked your answers. 

1^ Means that you were INCONSISTENT in the way 
in which you morked your onswers. 
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EXERCISE 2. Temperaments 



1. Review Exercise 1 with reference to the role of interests i-n 
occupational choice and worker success-satisfaction. Introduce 
temperament as another personal trait which is also important 
In considering occupations. 



2. Define temperament and Introduce the 10 temperament factors. (See 
the section "Notes on Temperament" which follows.) ,Use the 
Projectual Set: Temperamgnts and discuss each factor separately. 
Use examples and put the emphasis on a person's reactions and adjust- 
ments to work activities. 



3. Help the students to complete the Temperaments Check List In their 
books. Make sure that the lower part of the form Is completed to 
Identify thp temperament factors which the student finds -most easy 
and most difficult to adjust to. 



Notes o n Temperaments 



Definition : Temperament is defined as a personality characteristic which 
remains fairly constant and which is a person'? usual way of responding 
or adjusting to an activity or situation. 

* 



Role of Temperaments In Occupational Choice 



- Because temperaments remain fairly constant and because such personality 
characteristics represent a person's response or adjustment to activities 
or situations, they have been chosen for use in Th e Dictionary of Occupa- 
tional Titles (U.S. Department of Labor) and The Canadian Clas riflcation 
a nd Die t1 onary of Occupa t i ons as one set of occupational luaTTfl cations 
factors along with interest, aptitudes and others. Twelve temperament . 
factors have been identified and used In these dictionaries, and they are 
used In this course. 

Temperaments appear to be more critical -in determining preferences 
for activities when they are viewed from a negative or an aversion position. 
That is, rather than indicating preferences for situations requiring certain 
responses or adjustments, temperament factors which would cause a person 
most difficult adjustment problem should be identified. For example, 
having learned the meaning of influencing people (#7), it is probably more 



# 
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important that a student identify this as a situation which he would * 
reject or have difficulty adjusting to than simply indicating a preference 
for something e.lse. ' • 



Temperament Factors and Definitions 



The temperament factors are defined in terms of work situations which 
are indicative of the type of response or adjustment required, or which 
, require certain temperamental qualities in a worker. The example work 
activities following each temperament factor are not temperaments; the way 
the person typically reacts or adjusts to these activities is the tempera- 
mental quality. 



CODE 



1 Slt^atlom involving a vcuvLaty Ojf aitdn dioAacteJilzzd by 

i%(i({uent chmgc. 

Examples: General office work - types letters, distributes mail; 
gives information to customers; keeps small accounts; operates 
calculators; maintains files; orders supplies. 

General farm work - operates machinery sugh as trucks, tractors- 
and combines; repairs machinery; repairs barns, livestock pens 
and fences. 



2 SitLiatiom invotvit^ Mpe.tLtive. on. ihon.t cijclo. opstAatioiU coAXied 
ouyt accaxdhig to ^tt p'i.ocQ.du/L(U oA i^quencoM. 

Examples : Sorts letters and small parcels by destination by re- 
moving them fr(Jm a conveyor belt and putting into labelled bags; 
installs new tires on automobile rims; operates elevators; uses 
a power saw to cut limbs off trees; binds books on a machine by 
placing in machine, holding for 5 seconds and removing. 



3 SLtucLtlon4t involving doing tkingi only undeA ipeci^ic itUtAuction^ 
atloicing iMttlQ. on. no n.oom {^oK independcn^t action judgment in 
won.ki.ng out job pn.oblejm6. 

Examples; Takes order for breakfast from customers and places 
prepared plates on counter; types, envelopes from a list«of 
addresses; puts gas into cars as requested by the customer. 
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Situajtionh involving fnupon&ibitity ^oK tka cUAQ.ction, control 
and pianning oi an entine activity o\ the activitiu oi otheM, 

Examples: Plans and supervises the construction nf a house T 
operates a sole proprietorship business; is in complete charge 
of the planning and maintenance of a community parks department. 

Situations invotving t/ie ne.ceJ!i{iity deMXng voiXh paopl^ in antual 
Job dutiu bdyond giving and n.zcziving in&tA.uctioni. 

Examples: Manages workers in a restaurant'by assigning duties, 
checking work, keeping time and pay records; helps to train new 
workers; arranges interviews with peoplie to be interviewed for a 
job opening; interviews people for information to be used in a 
news story. 



SltaationA involving mn.king alone, md apa^ in pkyiica^ liolati'^n 
^.%om otlwu, atttwugk ttie. acXivity may be integn.aX(id uiith that t 
othofu. 

Examples: Works as a forest ranger in a remote location to report 
fires; carries mail and delivers it to houses; operates a highway 
truck as a crew of one; works in a darkroom to process film. 



Situations involving influencing people in ^oaa opinions, attiXudes 
ot judgments abou.t ideas ok things. 

Examples: Prepares advertisements for use in a newspaper to 
promote a sale of the products or services of a company; makes 
speeches at various gatherings to promote the sale or acceptance 
of an article; sells new cars or other products directly to 
customers. . ' 

5t.Caati.oni involving peA^on.ming adequately anden. 6tAesi> uj/icw con- 
^n.onted ^ith the cfUtical on. unexpected on. tailing nU^ki* 

Examples: Is* In charge "of complaints and returns and exchange for 
a' department store; fights fires as a firemen when there Is risk of 
being Injured .and where quickness, of action is required over rela-* 
tlvely long periods; performs surgery on the human body where extra 
care and attention Is required and the consequences of error are 
great; performs as a professional athlete in front of large crowds , 
and extensive press coverage. 
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Siiua^tionii ^nvoivin^ ' the e.vaiuAtion {a/ifUving at gmoAalizatioiu, 
judgmmtA on. decMiion^) oi in^onjiuUXonf u^ing ie.moiiy ofi JudijmnkaZ 

Examples: Produces baked goods and tests them by using taste, touch 
and smell; chooses decorator paint colors and other materials in 
house decorating; sets up produce displays by sorting and discard". 
Ing produce; styles a customer's hair. 

« 

Sltuatiom involving tkz ivaZuation {cuvUving at gentnaZizcLtionA , 
judgme.ntA , oK 'deoL^ion^ ) oi in^onmation, iL&ing mcuuJiabH vvU- 
f^i(&lt c/UteMa, . - 

Examples: Tests television tubes and other parts to find problems; 
selects sheets of plywood for proper match when building; fits 
clothes for customers in clothing store;. diagnoses problems in an 
autanobile engine a<nd m^kes appropriate repairs. 



SiMuUioiu involving the. inteAp^eXaXion jjeettng^, idmA, OK ^acti 
in teArn^ po/uonal \fiauipoint. 

# 

Examples: Writes news accounts of sporting events; produces photo- ■ 
graph-ic portraits of people; prepares food with personal recipes to 
meet the needs of special occasions; advises people on proper gifts 
for occasions. 



SiMjULtion^ involving th^ pfie-CUd attaXmrnt oi 6eX limiti, tol^fianceA 
OH. itandoAdi. 

Examples: Sketches layouts and paints letters on art work for 

television advertising; prepares medicines following doctor's 
prescription; paints, varn1sh6s and polishes fine furniture; 
tunes pianos. 
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P R-0 J E C T U A L S E T : temperaments- 



OBJECTIVE: 



Identify temperament factors and prepare a personal profile 
of temperaments^ 



STRATEGY: 



Use the first projectual (Temperaroentsi are.-.etCi) while 
introducing, defining and discussing the rdle of tempera- 
ments in occupational ch')1ce. Use the second projectual 
(Temperament- Factors) a ile discussing each factor before 
students complete the ter vHiraments check list. 



INTRODUCTION: 



When w?e weAe\dli>cu&6ing nteAe^ti, you u^crf a c/iecfe tUt 
and thz 0\iis\^ kelp you mkd choicer u}hlch job 
aetcVitceA you iikt and dlitike. , • * 

Anothen. pex&oml ahoH-acteAA^tic to examine in KoJiation to 
,occjupatLoyLi> 16 tempMxme.nt, 



n 
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TEMPERAMENTS are 

THE WAYS A PenSON REACTS 
Oil ADJUSTS TO ACTIVITIES 
on SiTUATKMiS 



TEMPERAMENT FACTORS 
I VciHety ond gumge 

3 lMd«r Specific Instntctk>n4 

4 {^recrkm.Conrn^.Ran^ 

5 0«o!^| with 

6 isolotion 

8 Performing Utvi» &rm» ^. 

9 Stflsory or iMidsmaRtQl CriteriQ 

0 M«aturabi6 or VoHfi^dMe Grin^ . 

♦ 

X Inttrprerotlon of Idoot, facts, f««iingt 

Y Precise otto^mKMit of set UmitSitokN'Qnc^ or sfovKkatts 
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TE>g£RAMENT8 CHECK LIST 



Twelve types pf work situations are listed below. The way you would react 
or adjust to these situations will help you undeTstand your -teiaperaments. For 
each of the situations tell whether it would be EASY or DIFFICULT for you to 
accept or adjust to a job like that, or whether you are NOT CERTAIN. Circle 
the correct response. -' : 



NOT 

EASY * CERTAIN 



DIFFICULT 



1. Situations involving a variety of duties 
which often change. 



NOT 

EASY CERTAIN 



DIFFICULT 



2. Situations involving short tasks repeated 
many tioel^ according to set procedures. 



NOT 

EASY CERTAIN 



DIFFICULT 



3. Situatldns involving doing things only 
according to specific instructions. - 



NOT 

EASY CERTAIN 



DIFFICULT 



4. Situations in whicli you plan, control and 
direct an entire activity or the activity 
of others. 



EASY 



NOT 
CERTAIN 



DIFFICULT 



5. Situations involving working with people 
in job duties beyond giying and receiving 
instructions. 

-A. 

6. Situations involving working alone or 
apart from others. 



NOT 

EASY CERTAIN DIFFICULT 



NOT 

EASY CERTAIN 



DIFFICULT 



7. Situations. involving changing the opinions, 
attitude^ or ideas of people about ideas 
or things. 



EASY 



NOT 
CERTAIN 



DIFFICULT 



8. Situations involving working under stress, 
s^ch as having your work criticized, dealing 
with unexpected events or having to take 

• risks. 



EASY 



NOT 
CERTAIN 



DIFFICULT 
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9. Situations involving inking decisions, 
tests and drawing conclusions using 
consensus or personal judgement. 



EASY 



NOT 
CERTAIN 



DlFFICUiT 



0. Situations involving making decisions, 
, tests and drawing conclusions based ' 
on measurable standards. 



NOT 

EASY CERTAIN DIFFICULT 



Situations involving foiu^ng personal 
opinions on feelings, ideas or facts.' 



EASY 



NOT 
CERTAIN 



DIFFICULT' 



T 



Situations involving work which re<}uire8 
exact achievement of measurement: or 
quality according to set standards. 



EASY 



NOT 
CERTAIN 



DIFFICULT 



IN THE SPACES BELOW, write the code number or letter of the situations 
in order, from the ones you would find imjst easy to adjust to or accept to the 
moat- difficult. Start by writings the three easiest at the left and the three ^ 
most difficult at the right. Then fill in your other choices in the middle as 
well as you can. ' \ 



Easiest 



^tost Difficult 
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EXERCISE 3. 



Physical Activities 



1. Review the progress made so far in self -assessment as steps- leadlnq 
•toward the devetopment of a complete profile of preferences and 
qualifications. (I.e., Interests and temperaments ccanpletcJ; physi- 
cal activities, environmental conditions, aptitudes, education, 
training and experience to follow.) 



2. Discuss phy s i c a 1 ac 1 1 v i t i e s in the context of choosing an occupation, 
(See the section "Notes on Physical Acwivities" which follows.) Use 
the Projectual Set: Physical Activities to give an overview of the 
factors. 



3: Discuss each physical activities factor separately, using examples 
of jobs and occupations which have different physical requir-ements. 



4. Have the students complete the Physical Activities Check List in 
their books and assist them as necessary. 



Befi n it ion : Phys i ca 1 activities are the demands of' a job on body movement, 
£)and on the senses of seeing, hearing, and touching, and on speaking. 



Role of Physical Activitie s in Occupational Choice 



While the physical activities are stated in terms of demands of a 
worker on a job, they can also be interpreted as worker trait require- 
ments for a job. For example, an occupation which involves physical 
activities of handling objects up to* 100 pounds would require a worker 
trait of the capacity to handle such objects. Two elements appfar to 
enter into occupational choice rel-ated to, this factor. First, a pet^son 
might express a preferen ce for occupation^ which require certain physical 
activities; second, a person's ' physical capacity might limit choices to 
jobs with certain physical demands. For example, a ♦person might have a 
preference for physical activities such as 'climbing, or using the hands 
extensively in work. This prefer%nc;e would have to be associated with a 
physical capacity to climb or use the hands 1 



Not^s o n Physical Activities 



i 
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The focus of attention, therefore, can be from both points of view. 
When explorinq the needs of an occupation, the physical demands are one 
appropriate set of, descriptors. When identifying alternative occupational 
choices, a person should examine his preferences and capacities for physi- 
cal activities. . , - 

Physical capacities, perhaps, are appropriately handled as constraints 
on occupational choices. They should therefore be identified to determine 
what limits certain physical capacities (i.e., color blindness) wo.uld put 
on choices. 



The Physical Activities * 

The physical activities factors used in the Qualification Profiles 
of the CCOO are used in this course. These are: 

1. ' Stictnjth (Sedentary, Light, Medium, Heavy, Very Heavy Work): This 
factor appears as an initial (S, L, M, H, or VH) in aa.occupatioQal 
description. ' 

Sc(ii:nta^^ Wi'Xk {$]•- lifting 10 lbs. maximum and occasionally lift- 
ing and/br carrying such Articles as dockets, ledgers, and small 
tools. Although a sedentary occupation is defined as one which ^ 
involves sitting, a certain amount of walking and standing is often 
• necessary in carrying out some duties. Occupations are sedentary 
if walking and standing are required only occasionally and other 
sedentary criteria are met. 

Light Wi'Xk ( L ) ; . Lifting 20 lbs. maximum with frequent lifting 
ana/or carrying' of objects weighing up to 10 lbs. Even though ' 
the weight lifted may be only a negligible amount, an occupation 
is in this category (a) when It requires walking or standing to 
a significant degree, or (b) when It Involves sitting most of the 
time with a degree of pushing and pulling of arm and/or leg 
controls. 

Medium {i'vik (M); Lifting 50 lbs. maximum with frequent ♦! if ting 
and/or carrying of objects weighing up to 20 lbs. Consideration 
of (b) under "light work""may apply here. 

Heavu Walk (H); .Lifting lOOlbs. with frequent lifting and/or 
carrying of objects weighing up to 5(f lbs. ■ . 

Vatu Heavi^ Wont (fH).* Lifting obj'ects" in excess of 100 lbs. with . 
frequeat lifting and/or cafryinq of objects weighing &0 lbs. or 
•» more. 
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Ujjtoig: ^ Raising or lowering an object^from one level to another 
(Includes upward pulling), 

C&viying: Trans(>orting-an object, usually holding U in the hands 
or arms or on the^shoulder. • 5 

Pu&hing: Exerting force upon an object so that the object nK)ves 
away from the force (includes slapping, striking, kicking, and 
treadle actions). 

« 

PLLlting:. Exerting force upon an object so that the object moves 
toward the force {includes jerking). 



4 

2^ CUjmbing and/oi 'Vi^necngj For climbing, the emphasis is placed 

upon body agility; for balancing, it is placed upon body equilibrium. 

CUmbinq-. Ascending or descending ladders, stairs, scaffolding, 
^ ramps, poles, ropes, and th^ like; using the feet and legs and/or ' 
hands and arms. 

Satoci«0: Maintaining body equilibrium to prevent falling when 
walking, standing, crouching, or running on narrow, slippery, or 
erratically manning surfaces; or maintaining body equilibrium when 
performing gymnastic feats. 

3. StoopinQ, Knfaettng, CKoucking and/ofi CKmtinqi The activities in 
this factor involve full use of the lower extremities as wel*! as 
the back muscles. ,^ 

stooping'' Bending the body downward and forward by bending the 
spine at the waist. 

Kndetinqi Bending the legs at the knees to come to rest on the 
knee or knebs. 

CKouciiinQt Bending the body downward and forward by bending the 
legs and spine. 

Cica^UnQ', Moving about on the hands and knees or hands and feet. 



4. RcaduHg. Handtinq, fingeMnQf and/ on. letting: These activities 
Involve the use of one or both the upper extrenitles. 

RcacJUngi Extending the hands and arms in any direction. 

>* 

Handtingi Seizing, holding, grasping, turning, or otherwise work- 
ing with the hand or hands, (fingering not involved). 
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fincfCifUttg: Picking, pinching, .or otherwise working with "the fingers 
. primarily' (rather than with the whole hand or arm as in handling). 

HaZingt l>erceivinq such attributes of objects and materials as size, 
shape, teflH;>erature, or texture, by means of receptors in the skin, 
particularly those of the finger tips. 



TaihUng'. Expressing or exchanging ideas by means of the spok^ word. 
Talking is important for those. activities in which the Individual 
must Impart oral Information to clients or to the public, afjd In those 
activi;.ies in, which he must ^lonvey detailed or important^instrvctlons, 
to other employees accurately, loudly, or quickly. 



HdoAing: Perceiving the nature of sounds by the ear. Hearing, is 
important for those activities which requir^ the ability to receive 
detailed information througlr oral -coiffliHinl cation, or to make fine 
discriminations in sound. , 



SaeXng: Obtaining impressions 'through the eyes of the shape, size,^ 
distance, 9iotion, colour, or other characteristics of objects. The''^ 
component factprs are: ^ ^ . • 

AcsjiUy, foA; ^ Clarity of vision at. 20 feet or more. 

AcuUtij, Wea^.- Clarity of vision at 20 Inches or less.' 

Vs^th PeAcepUom' three-dimensional vision. The ability to judge 
distam;e and-space relationships so as to see objects where and as *, 
they actually are, 

Accoimadqiiont Adjustment of the lens of. the eye to bring an object 
iQto^ focus. This^cofT^onefnt, factor is especially Importarft when doing 
•near^point work at varying d1 stances from the eye. 

Cclou.1 VUion: The ability to identify and distinguish colours, 

' field Vision: The area that can be seen^ up and down, or to 
the right or left, while the eyes are fixed on a given point. . 



PROJECTUAL S£T: physical /^tivities 



OBJECim: 



Identify physical activities factors and prepare a 
personal 'pr^ofile of preferred physical activities^. 



STRATEGY: 



Use the first projectual to Introduce, and define physical 
activities. Use the second projectual to give an over- 
view of the different factors as^a basis for discussion 
of them in different occupations. ■■ /, ' 



INTRODUCTION: Anothan peA4iOncU choAacte-fLUtic tliaX you mwit tlUnk abouX 
, in 6£lzcting an oacupo-tLon the fcoidf oi pkyiicai uoonk 
yoa imit to do on. a/ie abla to do . Pkyiicjil actlvitie.i> 



PHYSICAL ACTIVITIES 

are 

THE BODY WKrirBMENTS AND TH& 
SIGHT, HE AitiNQ , TOUCHINQ, AND 
TALKING USED IN WOHK ACTIVITIES 



I 



PA PHYSCAi. ACTIVITIES 

/ 

! Strength { mt^, coffying, puflitng, piiBhi) ft»own In tcrmf of: 
S S^^Mifary wortc ( 10 ^ mox.) 
L U0tt work (20^ max.) 
M Me(^ w^-k (SOflst. mox.) 
H H«(ivy ¥^ (fOOHst mox.) 
VH ¥iryH«<ivy work (ov«f KKXte.) 

Z CHntf}^ and/or SoU^infi 

3 SfoopkH) . Kneeling, Crouching. amS/or CrowHng 

4 Reaching, Handling, Fingering and/ix Feeiing 

5 Idilting 

6 Keor^ 

7 Seeing in term* of acuity f <fr and near , depth pcrceptiw) , 
accommodation, color vision, ond field of vision 
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PHYSICAL ACTIVITIES CHECK l,IST 



Check the physicarl activities which you are able to do and^those you 
would. prefer to do as part of vQtk activity.^ " 



1. 



2... 
3. 

It. 

5. 
6. 
7. 



Strength (lifting, carrying, pushing, 
f^ulling) shown in terms of: 

^ S Sedentary work (up to 10 Ibs^) 
L Light work (up to 20 lbs.) 
M Medium work iup to 50 lbs.) 
H Peavy work (up to 100 lbs.) , 
VH ^Very Heavjr work (over 100 lbs . ) 

Climbing and/or Balbancing ^ 

Stooping, Kneeling, Crouching, and/or 

Crawling 

• 

Reaching, Handling, Fingering and /or 
Feeling 

Talking ^ / 
Hearing 

Seeing in terms pf acuity far and near, 
depth perception, accosss^dation, color 
vision, and field of vision 



AM ABLE, TO 

DO THIS 
ACTIVITY 



I WOULD PREFER 
THIS TYPE 
OF ACTIVITY 



CHECK ANY PHYSICAL ACTIVITIES 
ABLE TO DO* 



LISTED BELOW WHICH YOU ARE NOT PHYSICALLY 



1. Strength (lifting, carrying, 
pushing, pulling) shown in 
terms of: 

S Sedentary work (up to 10 lbs.) 

L Light work (up to 20 lbs») 

M Medium work (up to 50 IbsO 

H Heavy wrk (up to 100 lbs.) 

VH Very Heavy work ('over 100 lbs* 



)" 



2, 
3, 



5, 
7. 



Climbing and/or Balancing 
Stooping, Kneeling, Crouch- 
ing and/or Crawling 
Reaching, Handling, Finger- 
ing and/or Feeling 
Talking 
Hearing 

Seeing in terms of acuity far 
and near, depth perception, 
accommodation, color vision, 
and field of vision. 
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EXERCISE 4. Environmental Conditions 



1. Review progress in the last three exercises In self -assessment 
leading toward the development of a complete profile of personal ' 
preferences and qualifications.* 

0 

2. Discuss enviroronentar conditions in the context of choosing aji 
occupation. (See the section "Notes on Environmental Conditions" ' 
which follows.) Use the Projedtual Set: Environmental Condi tigns 
to give an overview of the factors. 

3. Discuss each environmental factor separately, using examples of 
work environments associated with various occupations. 



4. Have the students fill in the Environmental Conditions Check List 
in their books. 



Notes on Environmental Conditions 



Definition: Environmental conditions are the physical surroundings 
encountered by a worker In a specific occupation, 



Role of Environmental Conditions' in Occupational Choice 



The factors describing environmental conditions used in this course 
are those employed in the CCOO Qyalifications Profile. As with physical 
activities, these factors are used both as descriptors of the nature of 
the work and/or worker trait reqiilrgments. They are useful , then, as 
factors to examine in exploring occupations and as personal preferences 
or- capacities in identifying alternative occupational choices. 



The Environmental Conditions 



1. Wofik Loccution ^Inside, outside, or both): This factor appears as 
an initial iA, 0, or' B) ofv an occupational description. 
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4^i&i4c (I); Protection from weather conditions, but not necessarily 
rom temperature changes. An occupation is constxJered "inside" if 
the workers spend approximately 75 per cent or more of their time* 
inside. . ' 

Out^ida iO): No effective protection from weather. An occupation 
is considered "outside" if the workers spend approximately 75 per 
cent or more of their time outside. ■ - 

Both (8): Inside and outside^ An occupation is considered "both" 
if« the workers' lictivities occur inside and outside in approximately' 
equal amounts. 

^. - . 

♦ 

a, Extacme^ 6^ Coldt Temperature sufficiently low to cause - 
marked bodily discomfort unless the worker is provided with 
exceptional protection. 

6. TcmpoAatuAd Chmgui Variations in temperature which are 
Sufficiently marked and abrupt to cause noticeable bodily 
reac^ns. 

3i. BxtAmu 0^ Heat Piiu Tmp^tuAZ Changui 

a, ExttemeA oi He.at: Temperature sufficiently high to cause marked 
bodily discomfort unless t\\e worker is provided with exceptional 
protection. 

b. TanpoAcutwia Change^i^t Same as 2.b. 

4. Wat and/oK Hmidi Contact with. water or other liquids, and/or 
atmospheric conditions with moisture content sufficiently high to 
cause marked bodily discomfort. 

5. NoU& and/oK VibftcuUont Sufficient noise, either constant or inter- 
mittent, to cause marked distraction or possible injury to the sense 
of hearing and/or sufficient vibration (production of an oscillating 

-movement or* strain on the body or its extremities frohi repeated mo- 
tion or shock) to cause bodily harm if endured day after day. 

6. H^zoficU: Situations in which the individual is exposed to the 
oefinite risk of bodily injury. 



erIc 
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AtmoiphcAic Conditunt^i Fumes, odours, toxic •cond1t1<>ns, dust, and 
poor ventilation. „ 

hmdh: Smky or vaporous exhalations, usually odorous, thrown off" 
,as the result of combustion or chemical reaction. 

Odoui.^: Noxious smells, either toxic or non- toxic. 

Toxic Conditiomi Exposure to toxic dust, fumes, gases, vapours, 
mists, or liquids which cause general or localized disabling condi- 
tions as a result of Inhalation or action' on the skin. 

Viiit: Air filled with small particles of any kind, ^uch as textile 
dust, flour, wood, leather or feathers, and inorganic dust including 
silica and asbestos, which make the work place unpleasant or are the 
source of occupational diseases. ' - - ' 



202 



PROJECTUAL SET J, environmental conditions 



OBJECTIVE: 



Identify environmental conditions factors and prepare 
a persona*! profile of preferred environmenta,! conditions. 



STRATEGY: 
1 



Use the f1rst*projecttta1 to Introduce and define environ- 
mental conditions. Use the second prg^ectual to give an 
overview of the different factors as a basis for dis- 
cussion of theffl In different occupatio|is. 



INTRODUCTION^ 



Anothzfi pe.n.6onai ck<vuicteAl6tic t^cut yoa shouZd con^idan. 
in ckoo'^ing *a« occufkition tfie kind o£ phyilcaZ' 
hunAounding^ you paeifeA to usoKk in., tnviAcmmtaZ 
conditions (Via . . . 



r 
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ENVIRONMENTAL 
CONDITIONS are 

DE^fiTiONS OF THE TEMPEflATimE, 
HUMIIMTY, NOISE, HAZARSIS ANP THE 
AIN IN THE WORK LOCATION 



J 



EC EfyiVfRC^MENTAL OM^TIONS 



Extremes of coM pUis t«m}>^tufe chonfies 

3 Extrenws of hvot plue tefr^vottoti dioifes 

4 Wet and/or Humid 

5 N«Mte ond/isr VilN^atkm 

6 Hoxordi in terms of < mediffi^i 

tieetrleoi ''^ 
bums 
explosives 
nm^ant energy 

7 AtmospfMNTic Conditions in terms of: Ernies 

edotrs 
dusts 
nMsts 
goses ' 

poor ventikst^ 

f ' • > 
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ENVIRONMENTAL CONDITIONS CHECK LIST 



Check the environmental activities listed below which you would be able 
to work in and those which you would prefer in a work situation. 



1. Work Location 



I Inside ^ 
0 Outside 
S - Both 



2. Extremes of cold plus temperature changes 
3# Extremes of heat plus temperature changes 

4. Wet and/or Humid 

5. • Noise and/or Vibration 

6* Hazards in terms of: mechanical 

electrical 
^ bums 

« 

explos Ives 
radiant energy 

7. Atmospheric Conditions in terms of: fumes 

odours 
dusts 
mists 
gases 

poor ventilation 



I AM ABte^ I JMOULD PREFER 
WORK IN THIS TO WORK IN THIS 
ENVIRONMENT ENVIRONMENT 



Check the environmental con^ition6 below which, because of physical ability 
or health would be either difficult or impossible for you. 



1, Work Location: I - Inside 

0 - Outside 
B - Both 

2.. Extremes of cold plus tempera- 
ture changes 

3. Extremes of heat plus tempera- 
ture changes 

4« Wet and /or Humid 

5. Noise, and/or; Vibration 



6. HaEards in terms of: bums 

mechanical 
electrical 
explosives 
radi^t energy 
?• Atmospheric Conditions in 
terms of: fi^s 
odours 
dusts » 
mists 
gases 

poor ventilation 
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EXERCISE 5; Aptitudes 

1. Review progress in self -assessment and introduce agtHudes. Use 
the Projectual Set: Apti tudes to guide the activities of this 
complete exercise. (See the section "Notes on Aptitudes" which 
follows.) 

2. Discuss the role of aptitudes in occupational choice with reference 
to qualification factors and as v^rker traits. 



3. Discuss the eleven aptitude factors using the projectuals to focus 
attention on each. Make reference to the GATB test activities and 
usf examples illustrative of each factor. 



4. Guide the students in the recording of the GATB scores on the 

Aptitudes Check' List . Record them as raw scores and use the scale 
• to convert to aptitude levels (Note - no scores will be available 
for E and C.) ' 



5. Discuss the 1-5 scale, using the profile for a specific occupation, to 
develop the Idea that these are averages for satisfactory performance 
and are not strict r€<|u1rementl or entry levels, (i.e., 2 on N means 
that a typical person in the occupation who performs satisfactorily 
has numerical ability in the top third but not the top 10% of the 
population, etc.) 



Notes on Aptitudes 



PffinHlon ; Aptitude Is defined as the capacity or potential to learn 
skills needed to perform tasks or job duties. 



Role of A ptitudes In Occupational Choice 



It has been demonstrated that certain aptitudes are Important to 
job success In occupations. Occupational analysis techniques applied over 
.the years have resulted In aptitude profiles for many occupations In the 
Canadian economy, and profiles have been extrapolated for most. others. 
These profiles represent the aptitudes required for satisfactory work 
performance and therefore are useful for describing the nature of the work 
and worker traits. The eleven apti tude factors as described in and measured 
by the General - Aptitude Test Battery are used in this exercise. 



Aptitude f^actors 



6. IntMiQoncQ. - 

General learning, ability. The ability to "<:atch on" or understand 
instructions and underlying principles. Ability to reason and mke 
jud^j^nts, . - 



Ability to understand meanings of words and ideas associated with 
them, and to use them effectively. ^ To coi^rehend langwge, to 
understand relationships between words and to understand meanings 
of v^le sentences and paragraphs. To present information 'or Ideas 
clearly. 



Ability to carry out arithmetic processes quickly and accurately. 



S. SpcuUdi 

Ability to think visually of geometric forms and to comprehend the 
two-dimensional representation of three-dimensional objects'. The 
ability to recognize the relationships resulting from the movement 
of objects in space. May be used in such tasks as blueprint reading 
and in solving geometry problems. Frequently described as the 
ability to "visualize" objects of two or three dimensions, or to 
think visually of geometric forms. 



P. Torn PeAception • \. 

Ability to perceive pertinent detail in objects, or in pictorial 
or graphic material. To make visual comparisons and discrimina^ 
jtions and see slight d1 f ferences in shapes and shadings of figures 
and widths and lengths of lines. 



<l. ClzfUcM PeAception 

Abi 1 1 ty to perceive pertinent detail in verbal or tabular material . 
To observe differences In copy, to proofread words and nund>ers , 
and to avoid perceptual errors in arithmetic computation. 
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Ability to coordinate eyes and hands or fingers rapidly and 
accurately In making precise fm)vefnents with speed. . Ability to 
make a movement response accurately and quickly. 

/■ Ability^to inove the finqers'and manipulate small objects with the 
fingers, rapidly or accurately. 

' '■ 

-f , 

Ability to move Yhe. hands easily and skilfully. To work with the 
hands. in placing and turning motions. 

B, ^ Bye-Hand'foot Cooxdination 

Ability to move the hand and foot coordinately with each other In 
accordance with visual stimuli. (Not measured by GATB.) 

C. ' Cotoun Vi6aumination 

. Ability to perceive or recognize similarities or differences in 
colours, or in shades or other values of the same colour. To iden- 
tify a particular colour, or to recognize hamfenlous or contrasting 
colour combinations, or to match colours accurately. (Not measured 
by GATB)\ 



Aptitude Rating System 

The following scale is used: 
Level 

1. The highest 10% of the working population. 

2. The upper third, exclusive of the highest .1,0% 

3. The middle third of the working population 

4. The lowest third, exclusive of the lowest 10% 

5. The lowest 10% of the worHIng population 



Five levels are provided for each aptitude with the exception of 
Intelligence (G), which reflects only four levels. Although many jobs 
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requiv^ no nioFe* \nteMiqeoce than that possessed by the lowest 102- of 
the- working pl>pulat1on< yit Is.felt that reliable ratings cannot be made 
for that level of the Intelligence! factor wit^iout actually testing indi- 
viduals i'n the occupation*. 

* ' J . . , - 

The reader should ejiercise caution in making statistical inferences 
from this. data. The C COO ratings tlwuid net be used as cut-off points, 
for rejection, or acceptance of indi.viduals. However, these estimates 
provide genera ? J za t i ons of the levels of ability r^uired in an occupation. 




Aptitude levels 


5 


4 


' 3 


2 


[-1 


♦ 


c 1 


1 


1 




s 


GATB scores 




109 126 
t 1 t 


Percentiles 


1 • ' 




50 




75 90 


99 
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P R OJ E CT U A.L S E T J aptitudes 



OBJECTIVE: 



Identify aptitude factors and prepare a profile of 
personal measures of these factors. 



STRATEGY: Deflna aptitudes and discuss the eleven aptitude 

factors. Make reference to the GAtB test results and 
9> uset examples to Illustrate each factor. 



INTRDOUCTIO 



f 



?ou iiAvc thought about ijouA inttfi(L&tA atid tmpeAamcnt&, 
and ijSu hava exam^rtcrf* thu ph^iical acZivitie.6 mzdzd 

Ali^tku in^oMmaUon can he^p ijou to dzvelop an intcAeL^t 
iiiia C(L*i tain occupation, but being intcAt&t&d lin't. 
enough . . 



J -■ 




^CIT being INTEItBSTeD isn't enouglt!! 



W* also nsod APTITUDES . 



APTITUDES aret 

(i)ABII.m6S %hmt ws have TO LEARN 
or TO DO TNIMOS 



(2) of two kinds: Montai Aptitucios 

Physical Aptitudas' 
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A short lime 890 
you took the 

GEI«RAL APTITUDE TEST BATTERY 



This series of tests helps ffeterniiiie 



your APTITUDES ^ ABILITIES 



It meesures both MENTAL emi PHYSICAL 



aptitudes , 



PHYSICAL 



Verbal Ability 
Numerioal Ability 
Form Perception 
Clerical Peroepitoi» 
Spatlfl Per^eptioli 



Manual Dexterity 

Motor #t»orclination 

FiiHier Dexterity 

Eye -Naiui- Foot Co-ordliiation 

Color DIserimination 
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GENERAL ABfklTY 



Your G score comes from an average 



off the follo«vin9 three aptitudes 



V VERBAL ABILITY 



Ability to COIAiMUIiiCATE WITH LANGUAGE 



o 

ERIC 
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N NUMEIIICAL ABILITY 



Ability to fterform ARITHMETIC OPCRATIOHS 

quickly and accurately 



S SPATIAL PERCEPTION 



Al^ility to see RELATIONSHIPS IN SPACE 
like shapes of objects 
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P FORM PERliEi»TiON 



Ability to SEE teTAi|,S in objects, 

« 

pictures, drawings, and graphs 



Q CtERICAL PERCePTiON 



Ability to PERCEIVE DETAil. in printed 
material 
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K MOTOR CO-ORDINATION 



Ability to MAKE A MOVeMeNT quiofcly 
And accurately 




F FIN^R DEXTERITY 

Abillty^irlROVE YOUR FINQERS to handio 
•mall objocts quiclcly and accurately 



\ 
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MANUAL MXTBRITY 



Ability to MOVE TH£ HANDS easily 
and skillfully 



r 



E EYE HANDfOOT 
CO^DINATION 



Ability t« MOVE THE HAND and FOOT 

V 

' In CO-OROINATiON WITH SIOHT 
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C COLOR DISCRlMlNATIOli 



r 



AbiiHy to see siMiLARines or DiFFeneNces 



In COLOR 



Ut s Review 

6 6«nerat mm 

V vertsof mm 

N \imm\m% At^ttty 

S SfKitkirt PwfMptiOfl • 

P FofiTi Rifcapftoi! 

0 C(«ricoi P«'e«^tton 

K Motw Co-orcHnotlon 

F Ffeigtr 0«jrt«tty 

M M(a«Ml Otxt«ity 

E ^-Hcnd-Foot Co-ordination 

C Color Osolm&Mfion 
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APTITUDES CHECK LIST 



Use your scores on the '''^eneral Aptitude Test Battery to rotnpjlete 
this form.' To 2:hange your scores to levels, use this table. 



Chancing GATD Scores to Aptitude Levels 



Score 






Lt^vcl 


over 126 






1 


110 to 


126 




2 


92 to 


109 


0 


3 


75 to 


92 




4 


0 to 


74 




5 



APTITUDE FACTORS: 



GATB SCORES! , 



V, N * S P Q K 



M E C - 
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EXERCISE 6.; Educatipn and Training 



1. Review the progress In self-assessijient In previous exercises. 
Introduce education -and training as further worker trait 
4 Characteristics. Use the Projectual Set: Education and Training 
to introduce and guide the activities of the exercise 



2. Define General Educational Development (GEO) and Specific Vocational 
Preparation (SVP) and discuss their place In occupational choice* 
Give particular emphasis to a person's control over these factors. 
(See the section "Notes on Education and Training" which follows.) 



3. Discuss the various levels of GEO and SVP and the means of attaining 
them. 



4, Have students determine their own levels of GED "and SVP through use 
of the tables. Provide assistance as required to .evaluate particu- 
lar situations. 



5. No check list is used for these factors, but space is provided In 
the student's book to record their level's In terms of years of 
school . special training, certificates and diplomas held, etc. 



Notes on Education and Tr ai ning 



Definitions: 



1. General Educational Development (GEO) Includes all educational 
experiences which contribute to a worker's skills in reasoning, mathema- 
tics and language without reference to any specific occupational objec- 
tive. A person's level of General Educational Development Is ordinarily 
obtained In elementary school , high school and college but can also be 
gained by experience and self study. 



2. Specific Vocational Preparation (SVP) includes the knowledge, 
techniques and skills required for effective work performance in a specific 
occupation. SVP is measured In the mount of time normally required to 
develop these. The knowledge, techniques and skills can be acquired In 
school , on the job, in vocational training institutions or through self- 
chosen experiences such as hobbies. Specifically, it usually takes the 
following forms: 
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a. University or College Training: 

Training given by a degree-granting institution and for which 
a degree, diploma, or certificate Is issued. The average four-year 
university oricollege currlculiHn (except for liberal arts which Is 
not vocationally oriented) Is considered as equivalent to abt)ut two 
years of specific vocational preparation. .Each year of university 
. graduate schooling is regarded as one year of specific vocational 
preparation. 

b. Vocational Training: 

Training given by a vociitlonal school or a non-degree granting 
college, intended to develop general or specific skills, such as 
coninercial , shop, or art training. In evaluating vocational train- 
* ing of this nature, about half of such schooling Is regarded as 
specific vocational preparation^. 



c. Apprenticeship: 
Training given for an apprenticeable occupation. 

d. In-Plant Training: * 

Training given or sponsored by an employer either on or off his 
own premises, irvtended as preparation for a specific job in his plant. 

V 

e. On-the-Job Training: • ^ 

Any training acquired while serving as a learner or trainee on 
the job under instruction of a qualified worker, and intended as 
preparation for a specific job. 



f . Experience in Other Jobs : 

Experience acquired while serving 1f» less responsible jobs, or 
serving in other jobs, which prepares a worker for another specific 
job. y 



j^ole of Education and Training in Occupational Choice 



Characteristically, qualifications for occupations include a minimum 
level of General Education which may range from functional literacy in 
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language to several years of post-high school education. Similarly, the 
specific Knowledge and skill requirements of a job vary greatly. These 
requirements are usually the main expressions used in describing occupa- 
tional qua»11f1cat1ons; so much so that most people associate their worker 
traits with these factors {I.e., I am a clerk typist because I have met 
the requlrenents of education and training required of a clerk typist). 
In addition, certificates, diplomas, degrees, licenses* etc., are the most 
comnwn means of describing the levels attained. 

Of the worker traits discussed during the self^assessment exercises, 
GEO* and SVP are the most subject to change and ara the factors which an' 
individual can Influence most. While one, therefore, can Increase his 
general education and vocational preparation, a change must be considered 
In terms of the ability to do so and the appropriate type and. amount. 
Along with the ability (aptitude) and desire, of course, must go the 
capability. In terms of. money, time and other resources at the person's 
disposal in choosing the kind and amount of education and training, f 

As in^lled here, the ability to change these factors^ brings a unique* 
element to occupational choice, one which causes a dlleiraa for many young 
people. That Is, an occupational choice Is often made before a person 
decides what kind and how much education and training is required. Having 
made a choice of occupations, a person must set an intermediate goal to 
achieve the necessary qualifications. On the other hand, a person can 
assess his present level of education and training and then determine what 
'opportunities this affords. •* 

Both of these situations should be explored In occupational choice 
decisions. 



'222 



PROJECTUAL SET J education and training 



0B9ECTIVE: 



Identify levels of general education an<j specific 
vocational preparatiot> and prepare a personal 
profile of them,' \ 



STRATEGY: 



Define GEO and SVP and discuss their place In occu- 
'pational choice, with particular anphasis on a / 
pers'on's control over these factors. Use the pro- 
jectuals to -introduce the GEO and SVP scales. 



INTROOUCTI(»J: 



^dueAtion and tAeUning, In choosing an oacupatijjn 
you ffmt comld&A youJi pfiuawt l^ve.U oi s.ducation 
and tAoiiUHg and uMat ^uaMki/i zducation and tAainA.ng 
you may mzd to ^ntex the occupation. 
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Your APTtTUOeS m «ff««toil by 



(1) iNHeniTED ASfLines 

- MINTAI. 

C2)l.eARIieD ABa.lTieS 

MmTAL 
PNV9ICAI. 



■ ->v 

GEO (^ERAL EDUCATIC^ DEVELOPMENT 

6 i7 year* piut 

5 (3 fo{6 y««m 

4 H 10 )2 yMrt 

3 9 to to ytors 

2 6 to 8 ytort 

I i9fo6 ywtft 



V 



m 



SVP SPECIFIC VOCATIONAL WERARATK»J 

8 Ov«r 4 y(K»Y up to ond induil^ 10 yeors 
7 Ov«r2 yeort i^to<Nid ^ictui^ 4 ytort 
6 Ovir i ya<»' up to «Ml &)^K^ 2 
5 0^ 6 mcNiHM «H> to ond Indutiiig ) yfor 

, 4 ^ Om 3 fflonttts fo <md ftteliMMig 6 m^tms 
3 Om 30 days up to ond btetaSt^ 3 

I Short Demonstration On{y 
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EXERCISE 7. Preparing Criteria 



1. Review the decision-making strategy (see Topic IV, Unit 2). Outline 
the application of the strategy as it will applied again in this 
topic. {1.e.« This exercise will involve Steps 1 and 2; Step 3 will 
follow in Unit 2 and Steps 4 and 5 In Units 3 and 4.)- - 

2. Discuss the decision situation for making an occupational choice. A 
person is in a decision situation In this case when a choice of 

* alternative occupattons exists, and he has to choose from the 
available and possible alternatives. 
\ ' 

3. Discuss Step 2 - Setting Criteria . In this case the criteria will 
be a profile of the personal traits which have been discussed and 
assessed In Exercises 1-6. The first step is for the students to 
bring forward these various assessments- and canpile them on the form 
Personal Profile . Use the first four projectuals of this form from 
the ProjectuaV Set: Setting Criteria and work through it step-by- 
step while the students complete the forms in their book by record- 
ing their personal Infonnation. 

The students should read the following notes in their own books 
before they fill in their Personal Rrofile forms: 



Setting Criteria 

The following explanation will help you to iNst your various 
qualifications for employment and preferences ijn code form on the 
Personal Prof ilea 

3- Education . Write the number uf years you were in school and 
beside It write your preseht GEO level from Exercise 

b. Training . List the different courses you have taken and on 
the last line write your present SVP level from Exercise 6. 

« * • 

c. Work Activity Interests. List both the name and the number of 
your first three choices on the OVIS Scales from your OVIS 
Student Report Folder. 

d. Interest Factors , frm the I nteres ts Check List in Exercise 
1, write the numbers of the three activities that you would 
prefer. Write also the numbers of the activities that you 
would like least. 

e- Aptitudes (GATS). Write both the seores'and the levels of the 
first nine aptitude factors from the Aptitudes Check List in 
Exercise 5. Note that there are no scores for £ and C. 

/ 
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. Work Ciivy^ unent Preference . Write the code letter for Ho. 1 
(I, 0, bJ -'d the numbers of the other work environments that 
you would pr.jfer, from the Environmental Conditions Check List 
In Exercise For example, you might write 0234 If you liked 
to work outside In any kind of weather, or just I If you v«ant 
to work Inside and you do not like the other work conditions. 

g. Physical Activities Preference . Write the code letter for No. 
1 (S, L, M, H, VH) and the nwRbers of the other activities 
that you wpuld prefer, fr«n the Physical Activities Check List 
In Exercise 3. For example, you might write M4567 If you can 
do only medium work and do not like climbing or stooping. 

Temperaments . Write the code numbers or letters of the three 
situations that you would find easiest to accept or adjust to, 
frm the Temperaments Check list In Exercise 2. Write also the 
nuiT*ers or letters of the situations which you would find most 
difficult to accept or adjust to. 

4 

The other sections on your Personal Profile do not need to be in 
code form. Fill them in with your om words. 

Introduce the Occupational Qualifications Profile with the fifth 
and sixth projectuals of the Projectual Set: Setting Criteria . 
Relate the various factors to previous exercises and have students 
record their own/actors in the Student's Book, using the appropri- 



The students should read the following notes in their own books 
before they fill in their Occupational Qualifications Profile ; 



Now that you have completed your Personal Profile , you can 
select scMne of the 1nfonnat1on*from it to prepare an Occupational 
Qualifications Profile . This new profile will show your various 
qualifications and preferences in code form, exactly like the 
Qualifications Profiles in the reference books that you may use to 
read about different occupations. 

Use the coded reference numbers, letters and scales from your 
Personal Profile to fill In this Occupational Qualifications 
Profile ; 

Aptitudes (Levels only) 



6 V N S P Q K F M E C 




factor. 



Occupational Qualifications Profile 



X 



X 
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PA (Physical Activities: Code letter and numbers only) 

f. i I , l .,,U.„l 

EC (Environment of Conditions: Code letter and numbers only) 



M. (Level only} ' SVP (Level only) 



Ints. (Interests: nwnbers of 3 preferred activities) 



Terops. (Temperaments: nifinbers and/or letters of ti\e three 
easiest situations to accept or adjust to.) 



The Occupational Qualifications Profile Is generally written 
across the page in one line. Fill In your own profile like this: 

APT: G V N S P Q K F M E C PA EC GEO SVP INTS. Ttm, 



About 7,000 different occupations In Car.ada have been defined 
and classified in the Canadian Classification and Dictionary of 
Occupations . In it the qualifications for occupations are described 
in profiles of interests, aptitudes, education and other factors In 
the same way as you have just done. If you have a copy in your 
classroom, you should look at it. 

Finally, with the last projectual of the Projectual Set: Setting 
Criteria , show this Occupational Qualification Profile to be a set 
of criteria to identify possible occupational choices. Help the 
students to complete the section in their books on Criteria for 
Occupational Choice . 

The students should read the following note-s In their own books 
before they fill In their criteria: 
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Criteria for Occupational Choice 



The next step Is to change your profile of interests and 
aptitudes into a set of criteria or conditions. for choosing the 
occupations you may want to learn more. about. / 

At the beginning of this part of the course, yoji read that the 
objective was to prepare a set of criteria for occupational choice. 
In this section you will set tl^e criteria. 

Up to this point, you have looked at your interests, aptitudes, 
education, training, experience, hobbies, preferences for physical 
activities and preference for work loclitions. These have be®i 
recorded on your 1>ersona! Profile , and sane have been coded in your 
Occupational Qualifications Rrofile . let's see what thfse things 
mean as conditions or criteria for the choosing of an occupation. 

First, look at Aptitudes . On your profile, they are recorded 
as eleven differ^t abilities with the codes, 6VNSPQKFMEC, 
and your aptitude is at a 1, 2, 3, 4, or 5 level in each (except 
E-'and C). - 

♦ 

Let's say that your aptitude on N - numbericai ability - is 4. 
This means that you could ineet the requirenents for occupations 
which require 4 or lovster, that is 4 or 5, in nwierical ability. 
^•'^ criteria , then, or the conditions,, would be that the occupations 
require a 4 or 5 in "numerical ability. 

Here is an example of a whole. set of aptitudes converted into 
criteria: 

John Doe's Aptitudes: 

GVNSPQKFMEC 
J 4 2 3 3 4 2 3 3 3 1 

John Ooe, therefore,- meets the aptitude requirements for 
occupations which have requirements of: 

6VNSPQKFMEC 
3-5 4-5 2-5 3-5 3-5 4-5 2-5 3-5 3-5 3-5 1-5 

John Doe can now say that the aptitude conditions or criteria 
for an occupation for him are: / 

GNVSPQKFM 'EC 
3-5 4-5 2-5 3-5 3-5 4-5 2-5 3-5 3-5 3-5 1-5 



1 
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Positive Criteria 



a. In tne spaces below, use your Occupational Qualifications 
Profile to list your own set of aptitude criteria In the 
s«ne way as John Doe. You will have to estimate your 
levels for E and C. These two factors will be Important 
/ohly when they are shorn as significant requlrenents for 
certain occupations. All the other criteria In the 
profile below will be the s«ne as In your Occupational 
Qualifications Profile . 

^^^^^^^^^^ ^ — ^ f , 

6VNSPQKFMEC 



t 

PA EC GEO SVP I NTS. TEMPS. 

•to 



Occupations with profiles like these'have requirements 
which you can n^t. Note that your GEO a^ SVP levels 
Include. .slower levels but not higher levels of education 
and training. The best thing for you will be to find an 
occupation with a qualifications profile that most closely 
matches yours. In other words, your own qualifications 
profile provides the best criteria for choosing an 
occupation. 



b. Your OVIS scales provide positive criteria also. List 
them here: 

OVIS Scales " 

1st choice , No. 

2nd choice No. " 

3rd choice No. 



Negative Criteria 



In check lists in earlier exercises, you, listed certain 
activities that you would ^ot like, certain situations that you 
would fIndMt difficult to accept or adjust to, and certain - 
physical activities that you are physically not able to do. 
These can also be important criteria for you to consider. You 
obviously do not want to choose an occupation/ with conditions 
that you do not like or would find it difficult or impossible 
to meet. 
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the spaces below, list the code rubbers and letters of 
In arfolT^s^ ^^ctors fr®« the check lists you have filled 

i 

Physical Activities (PA): Write the code letters and nunrfjers 
for the physical activities. that you are not physically 
able to do, from the Physical Activities Uheck List in 
Exercise 3. 

Environmental Conditions fEC)t Write the code letters and 
5^*'^, envirprwnental conditions that would be 

difficult or impossible for you to work in, frm the 
Environment al Conditions Check List In Exercise 4. 

Temper^nts (T^ps.)i Write the code mwibers and letters for 
the three situations that would be nwst difficult for ym 
to accept or adjust to, from the TemperiMients dieck Li st 
in Exercise 2. 



PA 



EC 



nm'. 




Occupations which have these requirements might be diffi 
cult or impossible for you to enter. In your search for an 
occupation, you should therefore consider rejecting them. 



Cr^t 



(3) Other Cryteria 

In addition to the conditions listed in Sections 1 and 2, 
you may have other criteria, such as where you want to live, or 
whether you would not want to work on a night shift, which vou - 
may want to add here. , . wnv. i jruu 



a. 
b. 



c. 



y 



d. 
e. 
f. 



ERIC 
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PROJECTUAL. SET i setting cr iteria 



OBJECTIVES:. 



1. Prepare a comprehensive profile of Interests, 
aptitudes, other qMallfications factors and personal 
preferences and experience. 

Z. Prepare a set of criteria for occupational choice, 
based on personal traits and preferences. 



STRATEGY: 



Use the projectual set to quide the process and focus 
attention on specific points and activities:. Work throuqh 
^ Persona 1 Prof 1 1 e / f orro step-by-step by bringing forward 
the infonnation f roM iearl ier exercises. Have students 
record'specific information In coded form orj the Personal 
Profile ^ the Occupational Qualifications Profile and 
Criteria for OccupationaT Choice forms in their books , 
following the visual presentation and directions. 



INTRODUCTION: 



9u/Ung the ixut zxpicU^CLi m /tavc been studying and 

going to bfUng them ail toget/iet to hzlp you get a cl'cai 
picXuAf oft uowi quAti^icatiom mid p^e^e^cncc^. The if,oim 
PcA^onal PfioUi& uiiiZ hztp to do tJiU. He^e is w^/icic we 
JtafLt 
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AGS MARITAL STATUS WiPLMlWTS 

HEALTH 



EDUCTION - OF SCHOOL 

HIGHEST CERTIFICATE HELD 



FURTHER TRAINING 



Course 


Length 


Date 
Completed 



























IS YOUR TRAINING FOR A PARTICUL/Ol OCCUPATION? 
WHICH ONE? 1_ 



e0»ERI£NCE (Include Part Time & Casual) 



Job 


length 



























WHICH JOB DID YOU LIKK BEST? 



WHICH JOB DID YOU LIKE LEAST? 

HCBBIES (Leisure Time Activities) 

1. ________________ 

2. , , , 

3. : 

WORK ACTIVITY IN71RESTS ' 

YOUR CHOICE 



OVIS SCALES 1st , 
2nd 3r4 
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Least 



AfTITUDES (GAIB) 



Part 


Score 


Level 


General 






Verbal 




•* 


Numarical 






Spatial 






Farm 






Clerical 






Motor Cc-ord. 




1 


Finger Dext. 






Manual l>€xt« 






Eye-'Hand-Foot 




Est. 


Colour Discr. 







PHYSICAL ACTIVITIES mm^ 





2. 

3. 



Least 
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OCCUPATIONAL QUAURCATIOhS PRORLE 



APTlTUf^S 
GVNSPQKFMEC 



TRArNING OTHER 

GEO SVP Intt. Ttfnpt. PA EC 




A* 



/ / 




i 




OCCUPATIONAL QUALIFICATIONS PROFILE 



APTITUDES PA EC GEO SVP Ns. T«fi^. 
GVNSPQKFMEC 
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t ^ ^ \ 



CRITERIA FOR OCCUPATIONAL CHOICE 

AFrrm)£$ pa ec (^o svp mrt. imm- 

OTHERS 

OVtS SCAtES 



V : : , — , ) 
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UNIT 2 : EXPLORING OCCUPATIONS 



(Bi^CTiVES 

1. ' Read qualifications profiles for an occi^ational group, which 

Includes codes for aptitude, physical activities, environmental 
conditions, general education, vocational preparation. Interest 
and teniperament requirements, by Inter^pretlng each factor using 
scales and descriptions. 

* 

2. * Identify worker functions in relation to data, people and things 

designations In an occupation and Interpret OPT codes, given scales 
and descriptions, 

3. Identify alternative occupational cholcVs through exploration based 
on personal descriptors, occupational group descriptors and/or 
specific occupations - 



4. Prepare a comprehensive description of a nuirt)er of occupations 
' selected fron the possible alternatives. 



LEARNING ACTMTIES 



1. Exerqise 1. Focus on a study of occupations by examl^nlng profiles 
used to describe the occupational reouiren^nts. Students should 
f^ad several of these prbfiles with ^e aid of references. 

Projectual Set: Occupational Qualifications 
Student's Book: Occupat1{M|ial Qualifications 
• Gu ide to Qualifications Profile Factors 

2. Exercise 2. Introduce and discuss the method of describing worker 
functions by the use of data, people and things. Examine several 
occupations by the use of DPT descriptions and codes. 

Projectual Set: Data% People and Things 
Student's Book: Data, P^ple and Things 
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Exercise 3. Using various methods atid resources, students explore 
occupations according to interests, temperaments, aptlti^des, phy- 
sical activities, environmental conditions, education and training 
Selected occupations are recorded for reference. 

* * ■ ^ 

Exploring Occupations Kit (Key Sort Cards) 
OVIS, 6uide to Explorino Careers 

Student's B<«5i(: Exploring Occupations • 

Expl or ing'^ccupat Ions' (6 forms) 

Exercise 4. Students study selected occupations which have been 
identified in the previous exercise and prepare conprehensive des- 
criptions of them. • • 

V • • 

Exploring Occupations Xit (Key Sort Cards) 

SRA Occupational Exploration Kit 

6 . * C. (tecupa f f ^ Infonimdon rtonociraphs 

CCDO , Volufi»B Fand Volume' 2 i 

Other occupational" fnformation materials 

Student's Book: > Describing Occupati ons 

Occupation&l Pescrlpiyon (forms) 
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EXERCISE 1. 



Occupational Qual if Icatlons 



1. Review the first three steps of the declslon-fnaking strategy. 
. The activities in this unit will be to carry out Step Three" 

Identify and Explore Alternat1ves« by Identifying and studying 
occupa t1 bna 1 choi ce a 1 terna 1 1 ves . 

2. Discuss briefly the last unit with reference to Its focus on self- 
assessment. Introduce the hew activity by pointing out that the 
focus of attention will now be on'occupatlons and other world-of- 
work aspects. ^ 

3. Introduce Occupational Qualifications Profiles by using the ^ro- 
jectual Set; Occufiational Qualifications. Using the first proj'ec- 
tual and the Guide to Qualifications Profile Factors ^ interpret the 
codes given In the projectual . ~ 

On .the second projectual, write In an example and have students 
interpret It. Two additional examples are provided in the student's 
book. The profiles in these two examples are: 

a. Stewardess, Airline (6145-118) 

APTITUDES 



GVNSPQKFMEC 
33444344335 



PA EC GEO SVP INTS TEMPS 
L23456 1567 3 3 2 598 



b. Automotive Brake Repafrman (8581-166) 
APTITUDES 

GVNSPQKFMEC PA EC GEO 

33333433354 M-H347 1567 4-3 



SVP INTS TEMPS 
7-6 190 YOl 



r 



239 



P R 0 I E C T I' Al S E T I occupational qualifications 




OBJECTIVE: Read a qualifications profile of an occupational group 

In the form: 

6 V N S P Q K F M E C PA EC 6ED SVP INTS. TEMPS. 

by interpreting each factor/given the scales and descrip- 
tion of each' factor. 



STRATEGY:' Use the projectual with the numbers of each factor covered. 

Review the meaning of each of the codes. (I.e., PA - 
Physical Activities; refer to Exercise 7,'%u^t 1). Show 
the numbers under each factor^and introduce the Guide to 
Qua H f 1 ca t1 on Prof 1 1 e Factors . (It is in the Student's 
Book). Using the guide, inter jjret the example on the pro- 
jectual. Use the second projectual for additional examples 
by writing In profiles of other occupations. 



INTRODUCTION:. In the. pfL^vioiu unit, ijou deveioped a p^o^iU ojj ijouA oi\ 
■ qaati^icatiotut, OctupojUo^u al6o have pAo^lle^ <n the ^oKm 
ai qualA.iiaition4 fLUqtUAzmznt^ , The.i>z p^olu^& ^oak UkQ 
thli. 
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OCCUPATIONAL QUALIFICATIONS PROFILE 

APTITUDES 

aVNSPQKFMEC PA EC GED SVP fntf. Temjif. 
34323234322 357 124 3 4 2 Y 270 



OCCUPATIONAL PilOPiLES 



OCCUPATION . . 

PflOFaS: - 

OVNSPQKFMCC PA EC GEO SVP fnU. Tamp*. 



(NrrRPRCTATiON 



APTITUDES 



GUIDE TO QUAUFICATIONS PROFIU FACTORS 

PHYSICAL ACnViTES (PA) ENVlRONMENTAt CONDITIONS (EC| 



V Verbal AiHttty 
N NiwiiN^ Afcaity 
S S{»mtt PeioeimfMi 
P Ponn Pps^scpuoA 

K MoUH* C<M»rdin4fi<^ 

P De^erii^ . 

M Mummi Oi»ii«itsy 

E E>t*Hand-Fo<^ CiHmfiniftM 

C Cokxtf Q^scnimiyiitoii 

yteiiittdc Levels 
(in terms erf wc^fcing populauon) 

1 \Q% 

2 Tliird exclusive of Highest 
10% 

3 Mktdk Third 

4 Lowest Third exctoive of tt^s 
Lowest 10% 

5 Lower 10% 

When these levels utiderlined, 
they m con^d&td sigaiScam for 
Sjitisf8ct(^ fob pcrf^manct. 



1. SnengU) (iifting. carrj^Ag. j^hing^ 
fluffing) shown in u^tm of : 

S * Sedeitiafy wc^ 00 ths. max) 
L « Light Work (;» rhs. max) 
M * Medittm (M) ifesi max) * 
H • Heavy W<rt <I0(} Ite. max) 
VH - Very Heavy (over 100 
U^) 

2. CShnt^g afuS/^ Balimdng 

I. Siocqiiflg, Kf^tiig, Crottmng and/ 

or Oaw^ 
4. ReiK^hin, Handling, Fingering 9^n4/et 

Feeiit^ 
$. Tand»^ 
6. Hearing 

1. Sedng ui ^erms of: i^ty far ami 
near, <tef^ peiception, \ 
aopomgiodation, cdotir vision and 
of vision. 



L Wc^ Location 
i - Inside 
O - Otttside 
8 * 8oth 

2. Extremes of cold |rius temperature 
chan^ 

3. Extremes of heat frius temperaitm 
changes 

4. Wet and/4^ humid 

5. Nmse and/or vibration 
^. Haiards in terms of; 

« mechanical 

- ^scfncal 

* bums 

* explosiw^ ^ 

* radiant energy 

7. Atmosfsl^ric Conditions in terms of: 

- fumes 

- odours 

- dttsts 

- m^is 

- gases 

- poor ventilation 



GENERAL EDUCATION DEVELOPMENT (GEO) 
Levels Aqyoximatc Duratkin of Schuoltn^ 



6 
5 
4 
3 
2 
I 



17 ys?ars plus 
13 to 16 yean 
It to 12 years 
9 lo 10 ycar^ 
6 to 8 years 
Up to 6 years 



SPEaFIC VOCATIONAL PREPARATION (SVP) 



1 -TMiort Demonstration Only 

2 - Anything Beyond short demonstration up to and including 30 

days 

3 « Over 30 days up to and including 3 months 

4 - Over 3 months up to and including 6 months 



5 - Over 6 months up to and including I year 

6 * Over I year up to and including 2 year» 

7 - Over 2 years up to and including 4 yean 
$ > Over 4 years up to and including 10 year» 
9 • Over 10 years 



INTEREST FACTORS 



f. Things and Objects vs 

2. Bustf^ess Contact with Feoj^ vs. 

3. Routine* conottt and organij^ work vs, 

4. Weeing for people fc^ their ptesumed good as in the vs. 
social welfare sense, or for dealing with p^k and langua^ 

in social situations. \ 

5. Work resulting in piesttge or esteem of others vs. 



6. People and Communicaiton of Ideas 

7. Sc«nti&: and Technical Work 

8- Abstract and creauve work or experiences 
9. Non-social work« earned on in rdation to processes, 
machines, and techniques 

0. Work resulting in langiWe. productive satisfaction 



TEMPERAMENT FACTORS 



I. Variety and Change 
2' Repetitive, Short Cycle 

3. Under Specif tnsintciions 

4. OtPDCtion, Contrci Planning 

5. Dealing with Peqile 

6. tsolMon 



7. 

8 

9. 

0. 

X. 

Y 



influencing Fcopte 

Performing Under Stiess 

Sensory or Judgmental Crttena 

Measurable or Veniiable Criteria 

tnterpretation of ideas, f^s, feehngs 

Freeze attainment ot^t limits, tolerances of standards 
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EXERCISE 2. Data, People and Things 



1. Use the Projectual Set: Data. People and Thing s to guide the 
discussion. Introduce the worker ipunctions using the first pro- 
jectual and discuss the broad role of working with data (ideas, 
knowledge), people, and with things. Stress that every worker 
function can be partly described by this relationship (See the 
section "Notes on Data, People and Things" which follows.) 



■2. Discuss data, people and things separately, using the projectuals. 
Refer students to the Student's Book to examine the section "Data, 
People and Things" showing the words which describe the levels In 
each. Th^ey do not have to learn the names. 



3. Examine several occupations, beginning with the examples on, the 
fifth projectual. Discuss the level of involveiiient with each of - 
D, P and T. Four additional examples are provided in the Student's 
Book. 



4. Refer students to their OVIS Report Folders and draw attention to 
the OPT codes (2-h1gh, 1-average and 0-low) for the interest scales. 



Notes on Data, People and Things 



Data, People and Things refet to worker function designations; they 
are a measure of the ways a worker relates to data, people and things in 
an occupatidn. In addition to being a standardized terminology for use 
in summarizing what a worker does, through the use of appropriate and 
meaningful verbs descriptive of the basic work performed, occupations tend 
to cluster on data, people and things designations. ^ 

^ The three broad categories of relationships to Data, People and Things 
are as follows: 

# 

DATA: Information, knowledge, and conceptions related to Data, People 
and Things, obtained by observation, investigation, interpretation, visua- 
lization and mental creation; Incapable of being touched. Written data 
take the form of numbers, words and symbols; other data are Ideas, concepts 
and oral verbalization. 

0 Synthuizing t Integrating analyses of data to discover facts 
and/or develop knowledge, concepts or Interpretations. 
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1 Co-o\dim.tingi Detem1nin9 time, place, and seqtience of 
operations or action to be taken>0j;k-the^sis of analysis 
of data, executing determinations and/orVeporting on events. 



2 Amly tings Examining and evaluating dajfea. Presenting alterna- 
tive action in relation to the evalua;fefon is fre<|uently involved. 



3 CompiUngt Accumulating i nf orroatioii 4^ ich is usually recorded 
physically, but which may be storef ^n tally i gathering, collat- 
ing, or classifying information about Data, People and Things. 
Reporting and/or carrying out a prescribed action in relation 

to the information is frequently ^nvolved. 

/ 

4 CompLLtLng: Performing arithmetic operations and reporting on 
and/or carrying out prescribed action in relation to them. 
Does not include counting. \ 

5 CopyiinQt Transcribing, entering', or posting data. 



6 CompivUng: Understanding the^readily observable functional, 
structural , or compositional characteristics (whether similar 
to or divergent from obvious standards) of Data, People, and 
Things. 



PEOPLE: Human beings; also includes animals dealt wi(th on an 
individual basis. 

0 Me.ntofUng ; Dealing with individuals fn terms of their total 
personality in order to advise, counsel and/or guide them with 
regard to problems that may be resolved by legal , scientific, 
clinical, spiritual and/or other professional principles. 



1 UQQotLatuiQ t Exchanging ideas, information and opinions with 
9 1 hers to formulate policies and programs and/or jstrUe jointly 
at decisions, conclusions or solutions. 



2 iMtAacXing: Teaching subject* matter to others or training 
others (including animals) throuoh explanation, demons t ration 
and supervised practice; or making reconwjendations on the basis 
of technical disciplines. 
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3 Supetu^Xngs Determining or interpreting work proce<iures for 
a group of wo«^kers, assigning specific duties to them, main- 
taining hanminious relations among them and promoting efficiency. 



4 0<tugAttngj Entertaining others. 

5 ?v^\iAdb^x Influencing others in favour of a product, service, 
or point of view. 



6 %pQjakJbi\%-%i%mUjt{%t Talking with and/ or signaling people to 
' convey or exchange information. Includes giving assignments 

and/or directions to helpers or assistants, but excludes or* 

dinary conversation. 



7 SeAu^ng: . Attending to the needs or requests of people or animals, 
or the^ expressed or in^licit wishes of people. IiMediate response 
is involved. 



THWGSi Inanity te objects as distinguished from human beings; sub- 
stances or materials; machines, tools, or eqirif^eht; products. A thjng. 
is tangible and has shape, form, and other physical characteristics. 

0* "Setting Up: Adjusting machines or equipment by replacing or 
altering tools, j1gs, fixtures and attachments to prepare them 
to perform their functions, change their performance, or restore 
their proper functioning if they break down. Worker? who set up 
one or a nuntf)er of machines fdr other workers or who set up and 
personally operate a variety of machines are included here. 



1 PH.&ci6ion Wo^iUngs Using body members and/or tools or work aids 
to work, move, guide or place objects or materials -in situations 
where ultimate responsibility for the attainment of standards 
occurs and selection of appropriate tools, objects, or materials, 
and the adjustment of the tool to the task require exercise of 
considerable judgn^nt. 



2 OpeAotCng-Cont/witingi St?rt1»?3, stopping, wunlrolling and ad- 
justing the progress of machines or equipment designed to 
fabricate and/or process objects or materials. Operating machines 
involves setting up the machine and adjusting the machine or 
material as the work progresses . Controlling equipment involves 
' observing gauges, dials and other indicators, and turning valves 
and other devices to control such factors as temperature, pressure. 
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flow of liquids, speed of pmpSt and reactions of n^terials. 
Set-up involves several variables, and adjustment Is fnore • 
frequent' than in tending. . , 



VfUving 'Opiating t Starting, stopping and contr^lln^ the 
actions of machines or equipment for which a course must be 
steered or which must be guided. In order to fabricate, process, 
and/or move things or people. Involves such activities jis 
observing gauges and dials; estimating distances and deter- 
mining speed and direction of other objects; turning cranks 
and wheels; pushing clutches or bfakes; and pushing or pulling 
gear shifts or levers. Includes such machines as cranes, 
conveyor systems, tractors, furnace-charging machines, leaving 
machines and hoisting machines. Excludes manually-powered 
machines, such as handtrucks and dollies, and power-assisted 
machines, such as electric wheelbarrows and handtrucks. 



^ianipatating-OpQAotlngi Using body manbers, tools, or special 
devices to work, imjve, guide, or place objects or materials 
requiring the use of hand tools or special devices. Requires 
a significant cwnbination of eye-hand co-ordination, and manual 
and finger dexterity. Involves some latitude for'ijudgment with 
regard to p^ec^s1on attained and selection of appropriate tool, 
object or material , although this is readily manifest. 



Tending t Starting, stopping, and observing the functioning of 
machines and equipment. Involves adjusting materials or control 
of the machine, such as changing guides,' adjusting timers and 
temperature gauges , turning valves to allow flow of materials 
and flipping switches in response to lights. Little jud^nt 
Is Involved in making these adjustments. 



fzecUng-Oi^boxiMngt Inserting, throwing, dumping, or placing 
materials In or removing them fr^m machines or equipment which 
are automatic or tended or opepiTted by other workers. 

.Handling} Using body members, hand tools and/or special devices 

to work, Htuvc, wr Cat ry wLjeCt^ wr iitater to 1» . InvolvCS l lttlc 

or no latitude for judgment with regard to attainment of stand- 
ards or In selecting appropriate tool , object or material. 
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PROJECTUAL SET: oata. people and things 



OBJECTIVE: 



Identify worker functions In relation to datat people 
and things In an occupation and interpret OPT codes, 
given scales and descriptions. 



STRATEGY; 



Use the projectuals to discuss and develop the concept 
that worker functions In a job can be described In 
relation to the data, people and things encountered. 
(See "Notes on Oata, People and Things"), Stress that 
worker functions can be described In this manner by 
Indicating the orientation to data, people or things 
and the levels of Involvement In each. Discuss' the 
role of data, people and things as an aid to Identifying 
occupations which might meet the Interests of students. 



INTRODUCTION: 



Om inojj oi doAc/Uhuvgi uihat people do in occjupatloni l6 
by loating at hew they «to^fe uUXh data., people oh. tkLng^. 
Octupatiotiu die poAtly doACAAJbed In mU my. let '4 
look at tiuA mtthod ol du(inJ.bin£i mn.k. ... 
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ERIC 



Each oeeufMitioffi has m DPT code 



This 6oile talis tlia r^ti<Ni to 



Data Peome Thimgs 



^ 



DATA 



maans 



INFORMATION , 

KNOWLEDGE , 

CONCEPTS 

In tiM form of i 

NUMBBRS 
WORDS 

OTMSIRI SYMI0OL$ 



And 



IMAS 
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PEOPLE 



ntosns 



PEOPLE ! 



(CAH SE ANIMALS IP DEALT WITH 
ON AN INOiVIOUAL BASIS ) 



THINGS 



OBJECTS (Not PeoDle) 



Hlc« TOOLS 

MACHINES 

MATERIALS 

EQUIPMENT 



ERIC 
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EXAMPLES 



4itNft8 STENO^PHER f^* 384 



6112-158 POJC^MAN 0PT«263 
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EXERCISE 3. Identifying ATtematlve Occupational Choices 



1. Review the decision-making strategy, notl^ng particularly the. first 
three steps. ITevlew the activities In Unit 1 where criteria wer€^ 
set In terras of personal profile characteristics and preferepces. 



2. Outline the task' In this exercise 9^ one of Identifying possible 
occupational choices. 



3. The Instructor should review for his om Information the section irr. 
-J the Introduction to this brok on the Occupational Information System, 
with particular reference to the ''access" routes. The three routes 
are: accessing by personal descriptors, acjcessing by occupational 
group descriptors, and accessing by specific occupations. The 
students' can use these three routes to Identify alternative choices. 

^ a. Personal Descriptors Route 



If a student has no particular alternative or preference to 
begin with, the peiional descriptors route will enable him to inake 
a wide exploration of possible occupations. Each of the variables 
of Interest, teijperafflent, aptitude, etc., U used In turn to sort 
out alternatives with the keysort cards of the Exp 1 or 1 nq Occupa t i ons 
Kit and the standard test guides. The use of the Exploring 
pupations Kit is described in detail in Section § of this exercise. 

b. Occupational Group Descriptors Route 



If a student wishes to expl ore^ccupatl bns within a broad 
grouping such as an Industry {e.g. ,^r1 culture. Education, etc.), 
the Industry Index will identify occupational titles to be explored. 
Other Indexes, such as a Geographic Index which would identify the 
occupations coianon to an area of the country, could be developed. 



c. Specific Occupations l^oute 



Although this route will not enable a student to make a wide 
exploration. It will lead him to relevant information about a 
selected occupation. This route 1s appropriate for a student who 
has already made a tentative occupational choice and can work from 
an occupational name or title which he can find in an Alphabetical 
Index. 



4. In this exercise the students are expected to identify and record 
occupational titles and groups for further exploration. Most 
classrooms will have only one set of indexes and one Exploring 
Occupations Kit . To save tirse and to free the indexes and keysort 
cards for others to use, all students should be instructed to record 
at first only the four^di git code nt^>ers for occupational grotips 
they have selected. Then they can refer to the groups by number in 

the CCDO Volumej2 and Canadian Occupational Groups to record the n&ms ^ 
and read the details. It is not necessary for students to fill in 
every space on Gie recording fortns; they should record onTy the occu- . 
pational groups they h^ve selected for further consideration as 
alternatives. 

5. The following det4iled procedures should^ be used to identify possible 
occupational choilces through the Personal Descriptors Route: 

i'l • ' • .. 

a. Identify a baise set of occupations by Interests (OVIS). . 

• i i - ■♦■ , 

(1 ) Use th^ keysort cards of the Exploring Occupations 

Kit. Instruct the students in the techn 1 que of us i no ^ 
tRi" keysort cards by doing an example selection. The . 
■ Students can then use the cards to sort out their am 
base set of bccupational groups , by using the first . 
♦ three to five choices on the ■ OVIS . From the cards 
sorted out, a selection is made of groups which the 
students wish to consider as alternatives. They should 
record them on the form Exploring Occupations by * 
Interests. 

■ - • • . / 

(11) Alternatively, the OVIS Guide to Exploring Careers can/ 

be used for this Identification by having the students - * 
open the guide to their Interests scales joh the. OVIS and 
recording occupational groups they wish to consider from 
. the accompanying lists. 



b. Identify Occupational Groups in the base set sorted out In 

5. a. (1) above, by Interest Factors . The students use the , 
keysort cards and sort on the first three choices of interest 
factors . Again a selection is made, and the students record 
the groups they wish to consider as alternatives on the form. 
Exploring Occupations by Interests . 

c. Identify Occupational Groups .in the base set, by Temperament 
Factors . The keysort cards are ^sed to select occupational 
groups with the ten^rament factors which the students have 
already 1dentif1eda.s difficult to adjust to or accept. --These 
groups should ,b©-^ted out and recorded as occupational groups 
which should not be considered as alternatives. Tiey should 

be recorded ointbe form Exploring Occupations by Temperaments . 



V 
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d. Identify Occupational Groups In the base set, by Physical 
Activities and Enviromnental Conditions Factors , Students 
should sort the base set with the PA and EC factors **1ch are 
beyond their physical capacity or condition and list the re- 
sulting -groups as probable rejects. They should be recorded 
on the form Exploring Occupations by Physical Activities and 
Envirorwiental Conditions* — 



e. Identify Occupational Groups in the base set, by Aptitude 
Factors . Using each factor in turn, the stutots identify 
groups by sorting out all cards v^ich have significant aptitude 
requirements above their own aptitude levels. For example, a 
student with an aptitude level of 3 on a given factor should 
sort out the 1 and 2 levels in that factor. Only significant 
aptitudes are notched In the cards. This sort will identify 
groups which the student should consider rejecting (but not 
necessar41y; rem®nber that aptitude factors do not have cutting 
scores, but averages only). Frm the occupations not sorted 
out of the base set, the students select those he wishes to 
consider further, and he records there on the form Exploring 
Occupations by Aptitudet^ . 



f. Identify Occupational Groups in the base set, by Education 
and Training Factors . The students sort the keysort cards 
again in a manner similar to that used in aptitudes. For each 
of GEO and SVP the students should sort dowi to their present 
level (GEO: 6-1; SVP: 9-1). In addition, they may wish to sort 
down only to their planned level after further education and 
training. In either case, a selection is made from the occupa- 
tions not sorted out which the students may want to consider 
further. Then they record them on the form Exploring Occupations 
by Education and Training. 



g. iJentify Occupational Groups in the base set, by Data, People 
and Things Designations. This sort is optional. Two types of 
sorts are possible, one using the High, Average and Low ratings, 
and the other using the numerical ratings. No recording form 
is provided for this sort. 



The form Other Possible Alternatives is provided at the end for 
students to use for listing any other occupational groups or single 
occupations which have not been already listed. 
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EXPLORING OCCUPATIONS BY INTERESTS 



Occupational Groups Selected by 
OVIS Scales. 

First Scale-Choice 

Alternatives 

1 
2 
3 
4 
5 
6 
7 
8 
9 
10 

Second Scale Choice 
Alternatives 

1 

2 
3 
4 
5 
6 
7 
8 
9 
10 

Third Scale Choice 
Alternatives 

1 
2 
3 
4 
5 
6 
7 
8 
9 

10 



Fourth Scale Choice 
Alternatives 

« 

'1 
2 
3 
4 
5 
6 
7 
8 
9 

10 

Fifth Scale Choice . 
Alternatives 



2 
3 
4 
5 
6 
7 
8 
9 

10 

Occupational Groups Selected by 
Interest Factors 

Alternatives 

1 

2 
3 
4 
5 
6 
7 
8 
9 

10 
11 
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EXPLORING OCCUPATIONS BY TEMPERAMENTS 

t 

Record Occupational Groups with t^perament factors that may cause you 
difficult «djustii«nt problems. Look back to your Temperafflients Check 
List, or your, list of negative criteria In Exercise 7 of Unit 1, for 
the three most difficult. The code numbers or letters of these temper- 
ament factors are: - 



Because of these factors you should NOJ consider the followi) 
occupational, groups as possible choices. 

1. ^ 

2. • 

3. ' ' 

4. 

~ — ' ^ l^K : ' 

5. . ^ 

6. " 

7. 

8. • 

9. 

10. 



11. 
12. 
13. 
14. 



15. 
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EXPLORING QCCUPATK^S BY PHYSICAL ACTIVITIES 
AND ENVIRONMENTAL CONOITI(»IS 



1 . Phys 1 cal Act 1 v1 11 es 

\- , , • , 

Record Occupational Sroups with physical activities requirements 
which you are not able to meet.- Look back to your Physical Acti- 
vities Check List or your list of negative criteria In. Exercise > 
7 of Unit 1, for these. The code letters and nirobers of these 
physical activities which would be difficult to meet are: / 



Because of these factors you should NOT consider the following 
Occupational groups as possible choices: 

1. 

2. . 
3. 

4; 




10. 

2. Envirorenental Conditions 

Record Occupational Groups with environmental conditions requirenents 
in which you are not able to work. Look back to your EnylrorBnental 
Condi t1 ons Check LI st or your list of negati ve criteria in Exercise 
7 0^ Unit 1 , for these. The code niwibers and letters of the envir- 
onmental conditions which would not be suitable for you are: 



Because of these factors you should NOT consider the following 
occupational groups as possible choices: 

.1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 



t 
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EXPLORING OCCUPATIONS BY APTITUDES 



Write your aptitude profile here: 
. GVNSPQ'KFM 



Write the numbers and names of the occupational groups which you have 
selected: / 



1 ; 1 

2 ' 2 

3 ___L_ 3 

4 4 

" 5 5 

6 6 

7 7 

8 8- 

9 9 

10 : 10 

n ^ -11 

12 . 12 

13 ■ 13 

14 14 

15 15 

16 16 

17 17 

18 18 

19 ___________ 19 

20 20 
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EXPLORING OCCUPATIONS BY EDUCATION AND TRAINING 



Write your education levels here: 



Grade Level fiw 
Grade Level Planned 



Occupations Selected on Present 
^iducation Level 



GEO leM Now 
GEO Level Planned 



Occupations Selected on Planned 
Education Level 



TRAINING 

Training Courses You Have Taken Training Courses You Plan to Take 

1 1 '* . 



2, ^ Z 

3 3 



Your SVP level now . Your SVP level will be 



OCCUPATIONS SELECTED 
At Present SVP At Planned SVP 

1 1 



OTHER POSSIBLE M.TERNATIVES 



List all the Occupational Groups or single occupations here which 
you would like to learn more about. Use this form to list only those 
which have not been listed on other forms. 



1. ; 

2- ' ■—. ^ : \ 

3. 

4. 

5. 

6- ' • ■ 

7. 

8. ^ 

9. - . 

10. • 

11. 

12. , 

13. ■ 

14. . 

15. 



I 
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EXERCISE 4. Describing Alternative Occupational Choices 



1. From the lists of aUernative ciiioices in the form of occupational 
groups which have been prepared fn Exercise 3, the student chooses 
as. many as possible for further detailed study. 



2. The student now uses the 4-di9it code and the names of the groups 
' chosen to firKi access to information about the chosen groups. 



3. The instructor should display, and desohstrate the use of, the 
Canadian Classification and Dictionary of Occupations . Volumes 1 
and 2. the Occupational Reference Index , the SRA Occupational 
Exploration Kit . Canadian Occupatiof^T^Sroups ami other occupational 
Information materials available. ^ 

/ 

4. Discuss the form Occupational Description (v^ich follows) as the 
place to canpile information found on each occupation selected. 
There are several copies of the form in the Student's Book which 
each student can fill in for chosen occupations. (See also the 
section •'Occupational Information Systan" in the introduction of 
this manual.) 



5, As optional activities, resource speakers and field trips can be used 
effectively to learn about selected occupations. Students in the 
class who have had experience in appropriate occupations can also 
be an 1mporta|t resource to other students. 
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OCCUPATIONAL DESCRIPTION 



OCWATIO? 



HISTORY & IMP(^ANCE 



NATIJ^ (F T>€ Vm 



wmim o^iTioNS 



TR^FER PC^SIBILITIES 



ADVANCEMENT POSSIBILITIES 



PAY AND OTHER BENEFITS 
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imiFICATIONS PRCF!l£ 

APT: GVNSPQKFMEC PA EC GEO SVP INTS. TEMPS. 



YEARS OF SCHOOL 



SPECIAL TRAINING 



CERTIFICATES, DIPLOMAS, ETC. REQUIRED 



SPECIAL $K]lLi4S 



i 

T 



USUAL LOCATIONS 



OTHER NOTES 
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UNIT 3 : MAKING AN OCCUPATI(»IAl CHOICE 

* 



OBJECTIVES 



1. Evaluate alternative occufrntlonal choices by applying criteria of 
personal traits ami preferences and long-term personal goals. 

2. Make an occupational choice. In the form of an occupational group, 
a single occupation or several single occupations, which Is con- 
sistent with criteria previously set. 



LEARNING ACTtVmES 



1. Exercise 1. Students bring forwarli their alternatives listed on the 
various forms In Unit 2, evaluate them against criteria and preferences 
on the form. E valuating Alternatives . and make choices based on this 
evaluation. 

Student's Book: Making Occupational Choices 

Evaluatlm; Alternatlvis 



264 



EXERCISE 1. Evaluatinq Alternatives and 

Making Occu))at1onal Cbolces 



1. Review the decision-making strategy .with respect to the activities 
In Units 1 and 2 and Steps 1. 2 a,nd 3 of the strategy. , Discuss 
briefly Step 4, Ev aTuate Alternatives ah d^ pec fde,~ wftH reference 
to the activities In this exercise. 



2. Have* students read over the lists of alternatives which have been 
recorded Ih the' various for^ In Unit 2. 



3. Assist students individually as required to revla* their alternatives, 
and bring forward all occupational groups which they want to consldei^ 
seriously as choices. In Identifying the occupational groups to be 
brought forward, a review should be made of alternatives to Identify 
those which meet several criteria or- preferences. Record them on the 
form. Evaluating Alternatives . Students should feel that the list 
Includes all alternatives which they "want to consider. 



4. Encourage students to review their alternatives to determine If 
further Information is needed on any of than.*^ If mre Information 
Is required, students should add It to the Occupational Descriptions 
In Unit 2. 



5. When the occupations are recorded , the students should then examine 
each by applying the criteria in turn, checking off those that are 
"met" and making remarks when appropriate. 



6. 



The students should then choose the occupations which meet the most 
criteria and record them at the bottom of the* form under "Choices." 
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EVALUATING AtTERNATlVES 



Check Off Criteria flet Here 



Write the Occupatfons 
You'Want 'To Consider 
Here 





- 




















j 






























----- 




























♦ 


























— 
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Choices: Write one or more of the occupations you Hive chosen below. You 
will learn more about It, perhaps take training in It. and you may eventua 
look for a job In one of these chosen occupations. 
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UNIT 4 : EXPIORING JOBS 



OBJECTIVES 



1. Identify types of businesses. Industries and other organizations 
In which chosen occupations are practised. 

?. Identify and describe selected jobs In a chosen occupation. 



LEARNING ACTIVrTIES 



1. Exercise 1. Students are directed In the use of various resources 
and methods to Identify and record the names of organizations where 
their chosen occupation is practised. Field trips and resource 
speakers can be utilized beyond a study of written resources. 

Dally Newspaper 

Telephone Book ^ 
Exp1or1n(^ Occupations Kit (Keysort File) 
SRA Occupational Explorati on K1 t (Job Family Booklets) 
G.C. Occupational Information Monographs 
Student's Book: Identifying Employing Organizations 

Empl 6y 1 ng Orga n 1 za 1 1 o n s L 1 s t ~~ 



2. '•xercise 2. Using similar resources and methods as in the previous 
exercise, students prepare a conprehensive description of selected 
jobs. 



Same resources as 1n Exercise 1. 

Student's Book: Describing Jobs 

Job Description { forms ) 
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EXERCISE 1. Identifying Employin g Or9an1zat1ons 



1. Review the decision-making strategy and discuss Step 5 (Plan to 
Implement the Decision) with reference to this exercise and the 
rest of the course. The exercises in this unit form the first 
stage of the plan to implement the choice of an occupation. 
Further stages of the plan will follow in Topics VI to IX. 



2. This exercise is directed towards identifying organizations which 
employ people in the student's chosen occupation. Note that the 
objective is to find where jobs exist, not job openings. In the 
career planning sequence, the identification of~SiipToyers will be 
a resource for later use in identifying job openings in the job 
search activities. 



3. The search for employers of specific occupations can begin with 

students writing down the types of businesses which probably employ 
people in their chosen occupation. This list can be used along with 
a telephone book (yellow pages) or a business directory to identify 
specific organizations. The list of types of businesses should be 
expar»ded through the use of other resources which give examples of 
the types of jobs neld by people in different occupations. 



4. Students write the name, address, the type of business and the 

number of employees in their chosen occupation for each identified 
organization on the Employing Organizations List. 




EMPLOYING ORGANIZATIONS LIST 



My occupational choice is 



Organizations which employ people In my occupation are: 

1 . -Name 

Address 



type of business 

Approximate number of employees in this occupation 

2. Name 

, Address . 



Type of business 

Approximate number of employees in this occupation 

3. Name 

Address . ' 



Type of business 

Approximate number of employees in this occupation 

4. Name ^ ■ ^ 

Address 



Type of business 

Approximate number of employees in this occupation 

5. Name . 

Address 



Type of business 

Approximate number of employees In this occupation 



269 



Name ■ 

Address 

/ _-„»^____ 

Type of business f> 

Approximate number of employees in this occupation _______ 

Name ' 

Address 



Type of business ^ 

Approximate number of employees in this occupation 

8. Name ^ 

Address 



Type Of business _________^ 

Approximate number of employees in this occupatfon 

9. Name 

Address 



Type of business 

Approximate number of employees in this occupation 

10. Name 

Address 



Type of business 

Approximate number of employees in this occupation 

1 1 . Name ^ 

Address 



Type of business 

Approximate number of employees in this occupation 

r 
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12. Name 'J. 

Address ____ 



Type of business ^ , 

Approximate. nuiTrt>er of employees in this occupation 

13. Name ^ 

Address 



Type of business ^ 

Approximate number of employees in this occupation ■ 

. ' / 

14. Name , _ ,„ 

Addicess - - 



Type of business ' 

Approximate number of ©nployees in this occupation 

15. Name 

AddriBSS 



Type of business , 

Approximate number of employees in this occupation 

16. Name , 

Address 



Type of business 

Approximate number of employees in this occupation 



ERIC 
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EXERCISE 2. Oescrlbinq Jobs 



1. Continuing #j1th the exploration of jobs, the studentf selects 
sr;ver^l (as many as time permits) and prepares a comprehensive 
description of them, compiling the information collected on the 
form Job Descrip tion. (There are several copies in the Student's 
Book.) 



2. At the end of this exercise tHe instructor should see that all 
students have completed ^he appropriate parts of the Student's 
Book in Topic V, as an indication that each student has arrived 
at an occupational choice in the form of an occupational group, 
several single occupations or a single occupation. 



3. A sum-up discussion should be conducted finally to review briefly 
the activities of all of the first five topics. At this point 
the instructor should be satisfied that: 
» 

(1) students have developed a good knowledge of their roles, 
broad family and social goals, interests, aptitudes ...and 
pther personal traits.^ 

(2) students have gained a sufficient knowledge of the world 
of work on which t^ base occupational choice decisions. 

(3) students have rationally and realistically made an occupa- 
tional choice which reflects their interests, abilities, 
preferences and possibilities. 
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JOB DESCRIPTION 



Occupational Group Number 
Occupational Group Name 



Occupation (s) 

1. .... 4. 

2. ; 5. 

3. " 6. 



Employing Organizations 

1. 4. 

2:' . 5. 

3. 6. 



Nature Of The Work 




Working Conditions 




A3vancen«nt Possibilities 



Future Prosoects 



P id Other Benefits 



Work Organizations 



Particular Oual ifications 

. ■ . ^ 



Certificates, Diplomas AncI Otlier Credentials Required 



Other 



o 

ERLC 



INQUIRY 



TEtEVlSlON 



CONVERSATION 



\ 



NEWSPAPER 




VT 




IDENTIFYING 

JOB 

OPPORTUNITIES 
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IDENTIFYING JOB OPPORTUNITIES 



OBJECTIVES 



Students will study the types and services of employment agencies, types 
and uses of various media which identify job openings and learn to use personal 
contacts successfully in job searches. Specifically, students will: 

1. Identify and describe the services of employment agencies including Canada 
Manpower Centres and private agencies; 

2. Identify the types of media such as newspapers, trade journals, employment- 
bulletins (goverrwent, union and otners) and use them appropriately to 
identify job opportunities; 

3. List and describe methods of using personal contacts in identifying job 
opportunities. 



OVERVIEW 



Beginning with a discussion of job opportunities generally to demonstrate 
that job openings do exist, the student activities are designed to focus on/ 
three main methods of finding openings in three units of work: / 

Unit 1 - Using Services of Agencies covers the various agencies Con- 
cerned with job opportunity identification and placement. 

/ 

Unit 2 - Using the Media covers the use of media, principally newspaper 
classified advertisements, and also includes findirr^ job openings 
from news reports. , Other media include trade journals and 
employment bulletins such as government employment 1 ists. 

Unit 3 - Using Personal Contacts focuses on experiences which are 

designed to improve the use of friends, relative*;, former employ- 
ers and other personal contacts to identify job opportunities. 



EVALUATION 



Related parts of the Student's Book are completed. 
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UNIT I 



USING SERVICES OF AGENCIES 



OBUECnVES 



1. Demonstr^ate that job openings do exi,sl by listing ihd discussing the 
factors 'that cause job openinq^s and by examining the statistics of 
expected job openings in communities of different sizes. 

2. List the names and locations of employment agencies in the vicinity; 

3. t)escribe the services of each agency and determine which should be 
used for given employment problems; ' r 



4. Describe (or demonstrate) uses of the agencies by siimiwated or real 
contact 'for information, job op*»ninqs, identification of jobs or 
other services. 



T. Exercise 1. Lecture-discussion on job opportuni t;ies generally by look- 
ing at the statistics of probable job openings in any comffiunity and at 
factors which cause job openings such as death, resignations, expansions 
new businesses, etc. 



Projectual Set: Job Openings 
Student's Book: tiuses of Job Openings 

Job Openings by Population 
Expected .'Numbers of Jobs Open 
in M y , Community 



2. Exercise 2. Lecture-discussidn with optional field trips and visits by 

resource speakers. 'Jse brochures, advertising, and other means to ' 

identify, list and describe services and learn to use the various 
employment agencies appropriately.. 




LEARNING ACTIVITIES 



Brochure package: Ag encies and Their Services 
Student's BooK: Usinc^ Employment Agencies 
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EXERCISE 1. Job Opening s 



In lecture and discussion during this exercise on job openings, the 
instructor should present the information that follows, using the tables 
and projeetuals as indicated. ^ 

The argument is often made that there is little point in seekinq 
employment because no job openings seem to be available. 

Statistics, however, show certain facts about employment trends in job 
openings : 

1:' ;There- are some job openings daily in every conwiunity. 
The, number of openings depends on the size of the 
working population in the city or town. In general, 
about 4% of the jobs in any conwnunity are open every 
month. 

2. These job openings are usually filled within five 
days by applicants whose qualifications and job 
search techniques place them before a prospective 
employer at a time when he has the«*gob opening. 

3. The possibility of finding a job opening is greater 
in centres of larger population where the job turn- 
over is greater, but naturally more people are there • 
lookino for jobs. 



Causes of Job Openings 



Job openings occur regularly because of deaths, retirement, res^igna- 
tions, employees being fired, promotions, transfers, expansions of busi- 
nesses and industries, increased specialization, the setting up of new 
businesses and industries and new construction. The project si Causes of 
Job Openings can be used to stimulate discussion. As far as possible the 
discussion should focus on the local situation. 



Job Open i ngs by C 1 ty Popu 1 a 1 1 on 



The instructor can illustrate the approximate numbers of jcTb openings 
available in the local city or town with Table 1 and the projectual. Job 
Openings by City Populatic: ♦ The Information is derived as follows: 

1. Given a total city population, for example, of 100,000 
people, approximately 40% of that population have jobs. 
Multiply the population by .4 to get 40,000 jobs. 



t 
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2. Of those 40,000 jo,bs, approximately 4^ are vacant 
every month. Multiply thi number of jobs by .04 to 
get 1,600- job openings every month. 

3. 0^ those 1^600 job openings, approximately one- 
twentieth of them will be open on any particular 
working day. (Counting approxir 'ely 20 working 
days per month.) Divide the job openings by 20 
to get 80 new job openings per day. 

4. In general, jobs are vacant for about 5 days before 
they are filled. Multiply the daily rate of new 
job openings ^y 5 to get 400 jobs open on any 

- particular day. 

The students do not need to be able to do the calculations. It is 
enough if they understand what the figures mean. 



Table 1 

Job Openings by City Pqpulation 







Jobs Opening 


Jobs Opening 


Jobs Open 


City Population 


Work i n^ Popu 1 a t i on 


Per Month 


Per. Day 


Any One Day 






X .04 


■ ' ■ *■ 20" " 


X 5 


1.000,000 


400,000 


16,000 


800 


4,000 


800,000 


320,000 


12,800 


640 


3,200 


500,000 


200,000 


8,000 


-400 


2,000 


300,000 


120,000 


4,800 


240 


1,200 


200,000 


80,000 


3,200 




8O0 


100,000 
80,000 


40,000 


1 ,600 


do * 


400 


32,m 


1,280 


64 


320 


50,000 


20,000 


800 


40 


2O0 


30,000 


12,000 


480 


24 


120 


20,000 


8,000 


320 


16 


80 


15,000 


6.000 


240 


12 


69 


10,000 


4,000 


160 


' 8 


40 


5,000 


.2,000 


80 


4 


20 


3,000 


1,200 


48 


2.4 


12 



/ 

3 

Openings in Diff erent Occupations 



Jobs in. some occupations are much nwre in demand than others. Tables 
2 and 3 show the >^.rcentage of all Canadian jobs of the more conmon groups of 
occupations. The nrojectual Ty pes of Occupa t i on$ should be used for the 
discussion. 
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Table 2 

Occupal^lons and Percentage of Canadian Jobs* 



Occupation 


^ of all Canadian Jobs 






2. Professional and 
Technical 


]0% 


3. Farming 


}Q% 


4. Transportation and 
Communications 


7% 






6. Labour 


6% 


,^ 7/ ..Sales 


5% 


8. Logging 




9. Mining 




All Others 


25% 



* Based on Census (tonearest whole percent) 



The occupations of Craftsmen, Transportation and Communications, and 
Clerical are broken down further Into more specific jobs as examples in 
Table 3. Only those jobs which are 1% or more of all Canadian jobs are 
included. >■ 



r 

f 



i 
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Table 3 

Some Occupations Over 1% of All Canadian Jobs* 





1 Occupation 


^ fx^ all 

A> OT ail 
Canadian Jobs 


1 • 






p 

C m 


un vers t irucK 9 tax^ « du§ ^ 






oonsiruccion workers . orickiayers, masons, 
■painters, glaziers, etc. 


4% 


A 


\ 

uarpenters 


4% 


5. 


Mechanics . . , . 


4% 


6. 


Equipment Operators 


J* 


v7. 


Foremen in Crafts Occupations 


3% 


8. 


Steno-typists 


3% 


9. 


Electricians 


2% 


10. 


Clothing Production 


1% 


11. 


Food Preparation 


1% 



* Based on 1961 Census (to nearest whole percent) 



Expected Numbers of Jobs Open on any Working Day 



The instructor can use the projectua) Jobs Expected to 8e Open Per 
Day (in a city of 50,000) as an example to illustrate the expected vacan- 
cles in different occupations in one community. Then he should explain 
how the students can use Table 4. Table 4 ^ives a quick reference Tor the 
approximate numbers of jobs that can be expected in communities of different 
sizes. For example, in a city of 50,00^ there are approxifhately 200 jobs 
open on any one day (Table 1). If 5% of all Canadian jobs are machinists 
(Table 3}, then you could expect about TO jobs to be vacant for Biachinists 
every working day in that tity. It must be stressed that these figures are 
only -statistical averages for all of Cinada, and -they show only a general 
trend. Numbers of jobs^pen in certain occupations in C(«nmun1ties with 
specialized industries may be quite different. 
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Table 4 

Expected Numbers of Jobs Open on Any Woi^klng Day* 



City 
Population 


1% 


Percent of all Canadian 

2% ^ 3% 4% 51 


Jobs 

0* 


7% 


1,000,000 


40 


fin 




ifib 

1 uv 


200 


240- 


280 


800,000 


32 








160 


192 


224 


50r,t)OO 


20 








1 WW 


120 


140 


300,000 


12 




*J\J 




60 


n 


84 


200,000 


8 


Ifi 






40 


■ 48 


56 


100,000 


4- 


Q 
O 


1 c 


16 


20 


24 


28 


80,000 


3 


6 


10 


13 


16 


19 


22 


50,000 


, 2 


4 


6 


8 


10 


12 


14 


4U ,uuu 


1 

1 


2 


4 


5 


6 


7 


8 


20,000 


1 


2 


2 


3 


■ 4 


5 


6 


15,000 


2/3 


1 


2 


2 


3 


4 


' 4 


10,000 


1/2 


1 


1 


2 


2 


2 


3 


5,000 


1/5 


1/2 


2/3 


1 


1 


1 


1 


1 3,000 


1/8 


1/4 


1/3 


1/2 


2/3 ' 


3/4 


1 



* All numbers at .8 and above are rounded to the next 
whole number. Numbers below .8 are shown as a con- 
venient fraction, e.g., 2/3, which should be read as 
"2 jobs every 3 days." 

« 

At t|;i€ end of the Instructor's presentation on job openings, the 
students should fill 1n the form Expected Numbers of Jobs Ooen in My 
Community . They should first select two or three sample occupations 
■from Tables 2 and 3 and list their oercents on the form. Next they select 
the population figure from Table 4 which is nearest to the size of their 
coinmunlty. Then they can read off the expected number of vacancies from 
Table 4 to complete the form. 

1 
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^^^^^^^ 



Expected Numbers of Jobs Open in ffy Conwunlty 



Occupation 


Population ; 

of my 
Connunity 


% of All 
Canadian 
Jobs 


Expected Vacancies 
Per Working Day 


« 


• 




/ 




• 


r ■ 










• f 

f 
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PROJECTUAL SET: JOB openings 



OBJECTIVE #1: D^nstraie that job openings do exist by listing and dis- 
» cussing the factors that cause joJ) openings and by examin- 

ing the statistics of expected job openings in conminities 
of different sizes. 



STRATEGY: 



Lecture-discussion using the projectual set and information 
about job openings occupation, city size, etc*. 



INTRODUCTION J ' Eve.n ukm you cJt.Q. fimdy to uto^fe and have dt<U.dzd on an 
QccupatLon, you stiM need to ^Ind a Job. Thus, ckaAt& 
McU Ql\jQ. jou an Idm oi how many job^ .axe. Ukily to be. 
open at any paxtLcaZan, timg tn cajU^ oi di^^^t ^lzej>. 
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CAUSES OF JOB OPENINGS 

• . t. OlATN AND f(enRCM€NT 

2. ,RESI6NATtQNS AND fimNG 

3. PROMOTIONS AND TRANSFERS ' 

~ 4. EXPANSIONS OF FIRMS 
S. INCREASED SPepAttZATt iij 

,6. ,NEW BUSINESSES. INOU^^ iCS 
AND a>NSTRUCTtON. 

y. * 

• b - 



^ jr- ^ ; ' 

JOB OPENINGS BY CITY FWULATKX^ 



CITY POPULATION 


JOBS CH^EN IN ANY DAY 


1,000,000 


4,000 


. jBOO.OOO 


3,200 


500,000 


2,000 


. 300,000 


1,200 


200,1dOO 


800 


100.000^ 


■400 


■ so.ooo* 


200 


20,000 


80 


i 0.000 


40 


5,000 


20 


3.000 
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TYPES OF OCCUPATIONS 

> OCCUPATION • % of JOBS 

CRAFTSMEN 29 % 

PROFESStONAL.TE€»f«CAL 1 0 

FARMING , 10 

TRANSH)RTATK3NX0MMUN«ATK)NS 7 

CLERICAL 6 

LABOUfiER 6 

$ALES 5 

.LOGGING i 

MINING i 

ALL OTHERS / 25 % 



V 



JOBS EXPECTED TO BE OPEN PER DAY 

(City of 50,000) 



OCCUPATION 


JOBS OPEN 


MACHIHiSTS 


10 


CONSTRUCTION (mmp^ Car|Mnf»r) 


8 


CARPENTERS , * 




MECHANICS 


8 


DRIVERS (Tru^k, Biii.ToU) 


10 


EQUIPMENT OPERATORS 


8 


FOREMEN (olUram) 


8 


cuRioit 




ELECTRICIANS ^ 


4 


ClOr»«NG MANUrA(^TURINO 


2 


FOOD PREPARATION 


2 



f 



0 EXERCISE 2, 



Using £niplo.ynient Agencies 



Canada Manpov^^r Centres 



The Canada Manpower Centres ia all cities and the larger towns provide 
Information on job openings In the local area iis well as In other parts of 
Canada, and theiy arrange a great variety of training courses for adults who 
want them. - y 

The Instructor ^uld arrange for a tMC counsellor to visit the class 
to describe the ewployiaent sa^vlces and training programs that are available 
to the students as clients and relevant to their needs. He should be asked 
specifically to explain job counselling and placenent services, programs of 
mobility, training- In- Indus try or on-the-job, and-^ob and labour market 
information. At the same t\m he may, be able to provide information on such- 
things as worker's benefits under the Uneu^loyment Insurance Commission, 
provincial training programs, and the serfices of other ^loyment agencles. 

4 

O 4 » 

•The^im of the session should not be "a general consideration of 
Manpower's training and en^loyment pojicles but. a provision of specific 
information that w11,l teach students^ to use CIC services for finding suit- 
able employment. . 



Other Agencies " ' *, 

In addition to CMC's, some larger centres have private ©nployment 
agencies. If there is one irv the (fonmjnity, the Instructor should find out 
about its services and pass the Information on to the. students. 

Where time is sLillafale, there"%hould be an organized visit to the 
local CMC or a local employment agency to learn more about the services they 
provide. A representative fr<»n the C«C or one of the agencies may also be 
invited to speak about their services. 



ERIC 
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UNIT £ : USING THE MEDIA 



OBJECTtVES 

1. Locate employment opportunities in the classified advertisement section 
of the local and national d ""y newspaper| and identify employment oppor- 
tunities wnicn appear to i: )propriate for personal qualifications and 
Interests; 

* 

2. Read and interpret given newspaper snployment advertisements to determine 
as much as possible about the job opportunity and prepare a list of basic 
facts which would be requirf d to make application;- 

3. Identify possible ijob opportunities by interpretation of news reports of 
new projects, new goverranent programs, industrial expansions and other 
events which tend to create, job opportunities; 

4. Identify locations of and read and interpret descriptions of joJ3 openings 
in employment bulletins such as Putjlic Service of Canada; Provincial 
Civil Service-; bulletins in post offices w bulletins in CfC office and 
bulletins in schools and colleges.; 

5. Identify types and sources of periodicals and other non-newspaper media 
which usually carry employment advertisements. ^/ ' . 



LEARNING /^MTIES 



1. Exercise 1. Study and discuss daily newspapers and selected job bull- 
etins from a variety of sources and list the main qualifications and 
requirements for advertised jobs. Identify appropriate job opportun- 
ities in e.e classified section of newspapers and in events reported in 
the news section. Practice interpreting advertisements and bulletins to 
determine the probable nature of the job and qualifications required. 
The instructor should study the newspapers and bulletins in advance to 
be able' to assist in interpreting the news section and the details of 
the jobs advertised. 

Local and national newspapers 
Employment bulletins from various sources 
Projectual: Employment Advertisements 
Student's Book; Using Newspapers . 

Using Other Media 
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EXERCISE ]. Using Newspapers and Other Media 

The newspaper is t!he most conii»n source of information about ji^s. In 
the general advertising .section, the rm>re imjKjrtant jobs are described In 
separate boxes. In the Classified Acte section, jobs are listed in «ie 
tmployment and Help Wanted columns, the necessary Information fdr making 
applications is supplied, and in most cases the" qualifications for the job 
are listed. 

The news section of newspapers and local television and radio news' * ' 
broadcasts can also provide useful information about possible job openings. 
A news report of a new high-rise can be interpreted by those interested in 
the construction trades as a smjrce of potential jobs. News that a new 
Industry or manufacturing plant is going to be located in the conraunity 
indicates that there will be job openings both in construction and in the 
industry or manufacturing operation later. New shopping centres will 
require construction workers as well as clerical and maintenance staff. 

The instructor and students should also investigate the availability of 
local and out-of-town newspapers in the public library where they can be 
examined without cost to find job openings. 

Jobs ip the federal public service are listed in post offices and . 
Canada Manpower Centres, and some cities have Public Service Cbnmlssion 
offices where people can refer to lists of job openings. Schools and 
colleges sometimes also produce bulletins of job opportunities. 

Students will be supplied with copies o'f local and national newspapers. 
They should examine them with the help of the instructor on the following 
points: . ' • 

1. Find the Advertising Section. 

2. Check job openings in display advertisements. 

3. Find the Classified Ads Section and Help Wanted columns. 

4. Check job openings in the Help Wanted columns. 

5. Interpret xwqmon abbreviations use4 in classified ads. 
Odscussi^ how to apply for specific jobs. advertised. 

7. Discuss qualifications required for specific jobs advertised. 

8. List the main quail flea tion§ and requirements to make applic- 
ation for them. ... 

> * 

9. Fin^references to a/iy ne^ building or Industrial activity reported 
« In the News Section and explore the possibilities for employment. 

i " ■ 
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PRO JECTUA L : employment advertisements 
♦ 

i 



OBJECTIVE #2: Read and Interpret given newspaper eniployment advertisements 
to determine as niuch as possible about the job opportunity, 
and prepare a list of basic fitcts which would be required to 
make application. 



STRATEGY; Oiscuss the advertisements on the projectual and others in 
newspapers and in the Student's Book to determine the uswal 
format, typ^ of information gi,vefi^' meaning of abbreviations, 
and any other inferred information. 



INTRODUCTION: Man^/ Cinp£<3^citC oppattunitceA. can be ($ou>id m neio^papei 
(yi\!^.KtAJim^\^ti^, To lae tkm, ijou /uxve. to fee .abie to icAd 
and hiteApn,ct them -conAtttlij . 
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^*«IWK View 0> 1>« ffetef«» 
* 

HltsTtf9« ^HS^ I Scwicf Its, 



J 



♦lip Rl? HWa'S t€AR cnw* 
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UNIT 3 USING PERSONAL CtWTACTS 



OBJECTIVES 



1, Identify personal contacts which can be a source of information Irvjob 
; openings; 

2. Describe appropriate approaches to and methods of using these personal 
. contacts to identify job opportunities. * * • 



L^NII^ ACTtVSTIES 



Exercise 1. Discuss types of personal contacts such as family, 
relatives, friends and fonmer employers, along with appropr fate use of 
th^se'with respect to use of names 'in reference, confidentiality of 
information, how to ask for help in seeking employment and appropriate 
follcHtf-up. Direct contacts witH employers who'have not advertised. are 
often successful ways of getting jojss and should ^e discussed here 
under personal contacts. ... 
.♦ . ' , - . , . 

Projectual Set: Job' Opportunities 

Telephone Directory (yellow pages) * 
4 • Student's Book: Using Personal Contacts 




0 
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EXERCISER. Using Personal Contacts 



A gtwd way to find out jfeout job openings Is to question employed ' 
relatives and friends about ^ac^. icles which may exist or will -occur In the 
near future* The person on tho spot when ei vacancy occurs , or evea before. 
Is th« most likely target t^^ lob If he-'has the-rl-ght qualifications ami - 
personal characteristics. 

Students should examine businesses and Industries whi-ch need people of 
his occupation and personal qualifications. When he learnt the size- of the 
firm, hft^can estimate how often he can .expect an opening to occur there. 
The instructor can explain the possibility of such vacancies with the*<:hart 
and projectual. J ob Openings by Size of Firm . • 



Job Openings by Size of Firm 



Size of Firm 


Possibility of .Vacancy 
On Any World ng Day 


Very large " 
Over IC^) employees 


1 vacancy 
per 100 employees 


Large • 
75^- 100 employees 


1 vacancy 
fn every 2 firms 


Medium 
20 ^^75 en^loyees 

7 


1 vacancy 
In 2 out of 5 firms 


Small 

Less than 2p employees 


1 vacancy 
■ in 1 out of 5 firms ^ 



The yellow pages of the local telephone directory will provide the 
names-, addresses and kinds of work done by different industries and busi- 
nesses in Ihe area. . . • 

In making parsonal contacts with prospective employers, an applicant 
for a job should consider the following points: 

a. He. will need to see more employees in the smaller firms than^in 
the larger firms to locate a job opening in his occupation and 
fitting his qualifications. 

b. / If the number of job openings In a chosen occupation is too 

11ml tad within his own community, he may need to enlarge his job 
search to Include other communities. However, making personal 
contacts with employers over a wide area may be expensive and 
time-consuming. . * ^ 

c. Applying in persdn for a job is more effective than phoning or 
writing, but the applicant should first make an appointment with 
the employer or his personnel officer. 
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At the end of the topic on Identifying Job Opportunities , the 
Instructor should make the following points In stBitmtjry: 

There is a continuous turnover of jobs in^all cwnmunities. 



1. 

2. 

3. 
4. 
5. 



A person looking for a job needs to' fdentify where jobs 

are located whicfh meet his qualifications. 

« * 

He can find information about job openings through 
Canada Manpower Centres, the newspapers and personal 
contacts, r • 

Locating finrs hiring his 'skilTs^on the local level 
can be accomplished by personal corrtact quickly, 
effectively and inexpef^i vely. 

Expanding the search to a larger area can be done 
inexpensively through CMC's and the- use of out-of-town 
newspapers. * ^ 

SucdesSful job search .should be considered a full time 
job and should.be given a full working day until suitable 
employment is found. 



Ay 



At the d^nclusion of the summary, the second projectual of* the s.et can 
be used: rrhere is probably. a job opening in your occupation RIGHT NOWV 
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PROJECTUAL ^ET .• JOB opportunities 



OBfclECTIVES #1 ^nd 2: Identify personal 'contacts whij:h can be a source of 

infwmation In job opeQlngs; 

. ' • Describe appropriate approaches to and methods of 

using these personal conta^jyp Identify job 
opportunities. . 



STRATEGY: . ^ Olscuss the possibility' of job vacancies In firms of 

different sizes In general, and then apply the 
principle to local firms according to their size.. 



INTROOUcVlON: On any Uv&n wo^iking day, thzAz U a poMlbUAJty 

^iiat a DuAine^i^^^-ilnm v}4jtl /laye a job vacancy, 
-J/wnbew oi vacancies u}4M dqimd on ikz 6ize. oi the. 




t — - . ■ — ^ ■'^ — — — — \ 



JOB ora«4es ey SIZE F«M 



vmmm of emf^oye^s 


POSSmm (H" JOB \SI^A«I€Y 


VERY LAR(^ 
OVER iOO. EMPLOYEES 


1 VM^A^iCY 1^ 100 £a«H.O^^ 




1 OUT OF 2 EI^LOYEES 


7$ -20 EMFtOYSES 


2 OUT 5 EMPLOYE 


LESS THAN 20 EMPU3YEES 


i OUT ^9 EMIH0YEE8 



> 



V ■ . \ 

^ . — \ — = — 

THERE IS PROBABLY 
A JOB OPENING 
IN YOUR OCCUPATION 

# 

~ ^ J 



DATE 



^11 



or 



EXPERIENCE 




MAKING 
JOB 



^PPLICATlOt4S 
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MAKING UOB APPLICATIONS 



OBJECTIVES- 

^ will learn the written procedures for maklna job applicatfons. 

Specifically, stuctents will learn toi • » -rn 

1. Fill in job application for^. 

•2. Prepare a r^smi of training, work experience and 
personal data. 

3. Write a letter of application for a particular job. 



OVERVEW 

Stu<tents will learn the written skills necessary for filling in job 
application forros, preparing a resurod, and .writing a letter of application. 
Itenl zed siodels provide infomation at each step. 



1 ^COTPletlng AppligitlCT f^m gives instruction and practice 

In filling in job application forms. 

2 "Preparing letim and ^%mi gives instruction and ' 

practice In preparing reswnls and writing letters of application. 



EVALUATION 

Preparation of application forms, a resumi and a letter of application 
in profJer fon» and content. 
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UNIT I : CWLETIfJa APPLICATION FOmS 



OBJECTIVES 

1. Complete s^le application fpms for aiiployment by interpreting 
abbreviations and flying In the necessary Infomatlon legitly 
and correctly; ' • 

2. ' ' Complete the Manpower and lamlgration Waster Registratic^i form. 
LEARNING ACTIVITIES • « 



1 . Exerc 1 se J . Canpl ete Application for Bnploys^nt No. 1 

Projecti)ial Set: Apnll cation, for ^lovwent Form 
Student's Book: AppTlcatlon for E^lovwent No. 'l 



2. Exercise 2. Complete Application for Employment No. 2 . 

Student ' s Book: Appl1cal:1on for Employn^nt No. 2 

3. Exercise 3. Complete the Manpower and Insnlgratlon Master 
• Registration form. ^ 

- Student's Book: Client Instruction for Completion 

of Master Registration - 
Haster Registration Form 
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applicaYion for employment no. 1 



NAME* 


• 


TELEPHONE 


ADDRESS 


• 


AGE 


MARITAL STATUS ^ 


SOC. 


INS. NO. 


• 

CONDITION OF HEALTH 


-»f»»- 

■ weigh!^ 


HEIGHT , SEX 


NUMBER OF i)EPENDANTS 


' WIFE (HUSBAND) WORK? 






' " . 


EDUCATION 






HIGH SCHOOL GRADE C(»!PLETED 


YEAR 




List other education: 








Year Completed 





Course 


School 














• 






EXPESriENCE: LIST .ALL JOBS UNDER THE GIVEN HEADINGS. sYART WITH MOST 


RECENT OR PRESENT POSITION. 





Employer 


Position 


Frotu 




Supervisor 














<< 




























4 ^ 











LIST 3 REFERENCES HEREj 







Telephone 














* 







DATE 



SIGNATURE 



T 



4- 
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EXERCISE 1 . HMCnW. S": APPLICATION FOR' EMPLOYMENT FORM 



OBJECTIVE #1: Complete sample application forms for employment by Inter- 
preting abbreviations and filling In the necessary Inform- 
ation legibly and correctly. 



STRATEGIES: 



Work through and discuss the applicat1<m form on the 
projectuals. Note variations which might occur and fill 
the best answers to all parts. 



in 



INTRODUCTION: Udny job opZMng^ tke^& dag'^ /le^tu^e yo\^ to iUZ out an' 

appliaitloyi. ^onm. you can't ilU It owC co^&ctlyp you 
likoty mn*t get tht job. Hqaq, U p<vU oi an appJUcAtLon 
iofm, TkU ionjm l& In you^cStudM*^ Book, Hnd it and 
usz'tl mnk th/Loagh it togeMitn.. 
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APRICATION FOR EmOYMENT NO. 1 

J_ 



mm ' 




, -TELEPHONE 


ADDRESS 




AGE 


* 

MARITAL STATUS- 


soc. 


<• 

INS. NO. 


CONDITION OF HEALTH 


WEIGHT 


HEIGHT SEX 








NUMBER OF DEPENBANTS 


WIFE (HUSBAND) WORK? 


EDUCATION 




« 


HIGH SCHOOL GRADE COMPLETED 

• 


YEAR 


SCHOOL 


LIST OTHER EDUCATION: 






Course 


Year Complieted 


^ — _ ^ . 

School 






* 




. U . . - ■ ■ » .1,1 .,U. . 








' - - , _ rtii-r TTT -L j^j-T-,. J - . ...ll! ri.T .. .-..i 


/ 







EXPERIENCE: LIST ALL JOBS JWDER THE GIVEN HEADINGS. START WITH MOST 
RECENT OR PRESENT POSITION. 



Employer 


Position 


From 


To 


Supervisor 


• 










■ ■■ 1 ..... ..1... 




« 






> 






















.,„,. ,.,...„...*. ... ......... 









LIST 3 REFERENCES HERE: 



Name 



Address 



Telephone 



DATE 



SIGNATURE 
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EXERCISE 2. Itemized Instructions - AppKcatlon for Employment No. 2 



In this exercise the students should study the nHKlel application 
fornf and the ntm^red details before they' cos^le'te the form. They shouM 
read the following explanatory notes in their own books. 



Application for Employment No. 2 



The first impression many employers will get from you is your 
application form. If you fill it out correctly and neatly, it will tell 
him positive things "about jrour aptitudes and reliability and acqua.int 
Him with your skills ai^ experiences. Each employer has a form which 
asks the questions he feels are necessary for his decision. The form 
we are going to use as an example may be more c<^licated fhan most» 
but it will give you a good idea of the type of questions you will have 
to answer. 

HERE IS A GOOD CHECK LIST TO FOLIOW . When you are finished filling 
In the form, come back td the list as a guide to checking your form. 

1» The form must be accurate . 

2. The Information .must be complete . 

3. The information must be honest . 

4. The form must be neat. 



5. The written Instruetions must be followed . 

6. All responses must be typewri tten or written 

in jnk. " • 

The following is a step- by. step set of instructions to fill out 
the form. Read the information for each nuti^er on the instruction 
page, then complete that part ,of the application form. Read carefully. 











• 



fl«mt 



mWM 



« 




Now Hii^si 
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APPLICATION 

FOR 
EAAPLOyMENT| 

(PI.EA8C PRINT PkAlNtVr 

PERSONAt 



FOR OPPICS Utk ONUV 



WeHi 



Huff. 




.toci«i luitirafief No; 



How lofi9 HAvd irOM livfcf at «liovt odKlfim? 



ft. 



an 



Namlitr of cHitdrtn. 



Q Cnoao«i$ O MarHefl.t} .Sc|i«fAff<S Q 0*vor«««f Q Widowetd Ootf of Momoff , 

^ I^m'm L . ** - . I I, I , , , , ^ ,1 ■ I I 1 1 ■! II I ~ I itOM AM » 



-Thtir oofi 



NumOor of dfpOtM^Of^ 



Oo«« yOMf wift/tiustiiioO worti? 



Oo yoti own jrour own tiaimi? 



-If yfi, wMI kifid?. 

« 

-Pay ftnt?.,,,, — 



,.Hti Of iHir f«r«4iig» 9 .*^^por woOli 

.MoMHIy ntn% Of yoti rtftti ^..^ Own O cort . — 



Oo iroit tiovo any o4y»4oal dofoeto IHot c^id timit 

yoof tffoct^¥«n«ts ^o |M»«t«o« «9f»l(fO for? — yta, ilotCNOo. 



Movt fw$ tad • mo^ iilf«Mi m t«Hi i»ot« » ytant tf dotenOo _ 

Havo yoi4 received, companfatton for iniMnaat — .^^tf yet. daftsinlia^ 



RotHionit) appliad for- 



4 



llalt of pay asipa^ttd t- 



.par waak 



WovM yon wofli t^MM-Tima«..*^Part Tima~^-^ Spt^ify daya and >ioiin tf oanTttmt. 
Vl^tra yo*i pravioi^y 9mpiQyH ty ^at « if yat, w*ian?« — — — 



WORK EXPERIP^CE 



Pteiie' state al! the jote yoy have heM since y<Hi lUrted wc^kmg. Ktfidly inciude ail {mrtHume or strntmo* emt»ioy« 

fmmtwhiHiatieftdkigiChocri. y 



©ATI 




€^fi^a a^sa^ 


MAtyna or 
CH^Tiio. on 

4O0 flOlwO 


awMiimv, 

OAi^llY 


o^ii^wi^^ja§ f^3^i^ 
uuvtfta 




TO 


MOMi 




moft- 

















































































































ERIC 
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Each firm h^s Its own way of flltlng^ut the fot^. Som firms require 
both printing anfS writing. They irmy use this to see If you follow instruc- 
tions, ftead the instructions at the top of the forffi^arefully. The date is 
the day you fiU out the fprro. 

(2) 

On forms where Space is not supplied for day, month and year, write 
out the name of the month in, an places a date is requested. 

<D 

Thej^y.ask you to list your name In one of several ways. Your last, 
or family, or surname is usually put '^down first, but it may'be the other.way 
around. , They will, also want your first and middle name or your first name 
and initial of your second n^MRe. Or they may just want your initials. Be 
careful. l>ut down exactly what they ask tor. If you have no second name 
put a small dash in that space. ^ ' ' . 

— In most cases, you will be asked for your Social Insurance NuB^er. List 
it the same way it is on your card: three groups of three nun^ers. 

In the address section., give your normal, complete, mailing address. 
They may want to offer you a job and they'll want to find you with the least 
amount of effort. 

Your,phone number Includes your area code; this, application may have to 
go to a head office. * 



© 



7. 

Previous address; give the full 'address and how long you were there. 

© ■ 

Your h^igf^t and weight are usually requested, but some firms even want • 
the colour of your eyes and the colour of your hair. 

© 

Marital status, .^ome firms want very accurate information. Some firms- 
don't; If there is a future marriage or divorce ahead of you, put down your 
status as of the day you fill in the form and a note of potential change. 



Your date of birth. Your sex. This may not seem necessary when, to 
you, your first nam is obviously male or f©nale. FilTit in; the person 
who reviews this application doesn^t like playing guessing games. ' 



® 



Other dependants. This is the total niMier of dependants, including 
children, spouse, parents or others «• 



won orrtci use only 


PimlMi Work 




t 


♦ 
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APPLICATION 

' FOR 
EMPLOYMENT 

PERSONAL 



FOIt Orrtftf US£ ONtV , 


Work 

Ipoeatiofi, , 


Rato ,,■,..»,,. •,. ; 




OaU^ - ^ 







Nom« 



PrttifH AMrttt 
t%IO(l4lOflf No 



HOW lono ^«v« you Mvetf «l atH»v« 'aOdfOftT 



|>ftv(ou0 od^r«fi Co**otfii ^ — 
HOW tony yoii livi th«r«r.^^. 



Cttf 

Heiokt^ 



ft. 



W«»o^t , 



M^iftUI Statwo: Sii^lo Q ttto^4«^ Q MarrHKl^ SoporattO Q Div^rool O Wt|>owei$l3 OaU of Morriao«. 



Po4of 



tMfth 



Number 0» ctiiiOreft- 



. THt»r oo«« 



Ooto yoiif ¥irife/kiitOoficl work! 
00 yoii owii')fOyr o««fi home?_ 



ytt, wkat kind? 



*Hit Of Mr oorninoa 



-Montlity rtnt <if yOii ront^- 



Own 0 cor?. 



Oo^o» kovo any pkyitca} <i«fecfo tkat could hmit 
yOMr off o«ti voncM In pofctton appftoit for?- 



Hav« yon kad a n^ajor ittnoii m tt^t i»a«t & ye^ra?. 
Hava yov raoa^vtd comoanaation for injuries? 



.If yes, dascrtNf' 
. tf yaa, dtocriKMr. 
-U yt«. deacriOt 



PwikenW aopi^td for 



Rata of pay oKpectad 



«€t«d 



. par waak 



WoiJ<d you work fwH-Tima.-. Part Tjiwi^HIPL^ Specify dayt and kourt if part t»me. 

Wart you pr^v*0u9^^^ ff«pioyad by u«?— — if yo«- wnan?^^ 




WORK EXPEfUlK^ 



Ptease !«»te^af{ ti^ jobs you havo h«ld tincc you $^cd wofkittg. Kmdfy include sit part-time or summer cmfrfoy* 

mefirwhitsi attending school. 



O^T« • 


OH tMPU»lMI« 




NATUMOP 


faOMTMI^V 




pm 




▼0 


OUtm. OH 

Hike 


PAvaiiv 


WlAVfNO 


MOW- 


tm. 
















1 
























* 






























\ 
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They sosttetMs want to know If your $pou$e works, what his/her posftfon 
Is, and In sosne cases, how mich he/she mai^s and how long he/she has been 
t|tere. The question about his/her salary luay see»j quite personal, but these 
applications are treated In confidence and these figures don't become public 
knowledge. 

A few application form ask questions about your home or your car. 
Again, this may se^ to bf none of their business, but the person who reviews 
these applications In order to select the ones he wants to Interview has very 
likely never met yOu or the other applicants. This application form Is the 
only guide he has and he will want to form an opinion about you before he 
sets^up the Interview. 

'S) ^ ' ( ' 

^ Physical defects or limitations. Most firms Want to know about any 
physical llmitattpns you may have and. If you are In a more remote area, away 
from cOTiplete medkal services, they want to know quite a bit of detail. 
Generally, they want to know about such things as hearing loss, pooir eyesight, 
speech 1mped1n«nts,H<^tc. 



® 



What position do you want? Be speclficl An answer like "anything" or 
"whatever you have open" doesn't really Impress employers. 




State the salary you expect. If you feel you should start at the minlimim 
wage level until you -get Into the swing of things, put It dow-. A lot of em- 
ployers are getting wary of people who feel they should start at the top. On 
the other hand, If you ^1 you have to have more than the minlimim wage In 
order for you* to go to work, state what the minlfmim salary for you v^ld have 
to be. 

(l7) 

Do you want to work full or part-time? If you are prepared to work only 

paft-tlme, sa*y so. Sometimes a part-time job can develop Into a full-time 
job. 



® 



Your pkst jobs. Be as accurate as you can. Over the years, ^we sometimes 
forget salary Ifevels, the address of firms, the starting and finishing dates, 
but put down as much as you can. The usual practice Is to list the last job 
you had first and go back from there. Be honest In' stating your reason for 
leaving .those jobs. • * 



3U 

RECORD OF gOUCATION 





coufifti or ttuov 


Vtart Amn(M 


CHt«li Wink 




Witt 
or Otflm 






To 




llt§iii#ftlftf y 


f 








6 


7 


4 








'* ' r .1.111 ., f.M, - ..... . ' ■ ■ 














a No 






>r 1 


* 




) 




3 


4 

i 


Q Vw 
O No 




VfiivtuMty 








1 








0 vw 

a No 

« 




L " -rr r 1 






















1 




$ 


4 


Q 














Q No 












t 









tttt frtcR(i» Of fiUttv*f workmfi ffif ui 



Nom* AiMl Occupation 

, : « 






• 








ZT Z . . ^ 




\ 





N«vt |fM «v«r femn ^»nili#? on wHot jot^f 



Ma/ coftUct iHf •mpjoyari ita*^? tt noW iDd^ctc by No. wHieli oa«U) you do «ot u< to eoniJKl 

, . X 

TIM fiKt« Ml foftfi «l»ovt Ifi my ippMcal^fi fof omiMoymoiH oro tryf cfid eomofolo. t yndtmand lliot if tmploytdt foiit otattfTftnla 
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'39) 

<^ Your education. * Again, dates may be hard to reniember, but sonie firms 
want to know more than just the year. Under the other, or special or night ' 
school heading, list the courses that you have taken such as business 
courses, first aid, technical courses. Don't list hobby courses* For, other 
languages, state whether you are fluent in the use or have a basic knowledge 
only. 



There are other questions that are required for certain industries such 
as "do you have any relations working for the company" or "have you ever been 
convicted". Answer truthfully. 



@ 



Finally, what references do you have? lleferences are the people who 
the employer can call to find out about you. Most firms request that you 
don't use relatives as a reference and many request .that you don't use former 
employers. Before you use anyone's name, be sure you check with him first. 
It may just happen that your^ference and the firm you^want to be enployed 
at are not on the best of Urm. Using that reference may do you more harm 
than good. If you do get the job, be sure to thank the persons you used as 
references . 



When you have completed the form, read it completely over pnce more. 
Perhaps you missed a question or did not read the question correttly. Go 
over the information for each number to see that all the points have been 
covered . 
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EXERCISE 3. Manpower and Inimigfatlon Master Registration Fonn 



The Master Registration Form us^ In CMC offices ina^y be difficult 
for students to fill In. The Inst^ctor should study the form first 
and then spend some time discussing It with the class and explaining 
whSt is. required. It Is not necessary for students to fill In the acea 
on the right hand side of this first page, nor the oval blocks where 
the CMC fills In coded Information. When the students have filled in 
the form, the instructor should check that each one is correct. 



The Master Registration Form reproduced on the next two pages Is 
expected to be changed early In the. symer of 1974. Instructors should 
be able to get c<^1es of the tm form, along with Instructions on how 
to complete It, from their local CMC office. 



f 



I 
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MASTER REGISTRATION FORH 



GOOOOOOO 



M0«| MfMiM (Ml MO tfIN I ft 




•LU 1 I I L 



■I t 1 t 1 i i. 



i C(»3f I 

I t I A — JU 



09 



4. 



t I i > I t .J, i — I — I — I 

U t, .1 i I A I t I I 



■ .r I A 



A, t I 



di I , A . I 1, . . i I I — L 



. Q CI-* 



-oss;!^' • >a^^ ''□o"'**^ •or^r* 



nHion 



I 



f^'Os^r.' »o£s:* 'n«*«^ i'DSSs »assr**« ♦o^." 



r r 



4^ 



CD 



I I > 1 i 



„-L.,,1 ,t 



lie (CKiCn 0«» «»« 0m.^ 



lid 



vftfUAM »iA»tiir» n«f$fOf« 



t 



fOOit 



HA 

""^^iGwit aGo^^fMOU »0<;H*vfitu« iDSflc*^ 



^ : ttl 



1 




lu*^** Q*^** O^** 



ti»A ^Adi vuu sf#ftr «y{HH( 



* If 



» ^ ^ ^ ^ ^ « .4.^ ^ * — - - 

>n -t 



1 7^ 

CO 



no OAM *vA«t/^4if 



J L 



t CQHM 



OfHft 



f 



' « M 1 t I ! 




COM } 



COi*^TIW 



O^OMA 

ClnrrffCAm 
otcmc frc 



I 
I 
t 
I 
t 



1^ 



AlllAOf 

XAftO«i 



■+ 



ff 

.4. 



-4" 
I 



I 



I 



.4. 

I 



M iO 
C#t j 



JO Wt«Af .Kl«tii ««I HM &00«««0 tO<l 4« C'AOfA Of #A|ieft<ifClt 



^ I Quo >w omr ^□*^% ^AV?noHi»' j - / D^* ^O^o 



J uJ — L 



'0« vA'v'OfilVt MAMI 



« ' ' I — I— J — L 



1^ 



» T lil 



4« *Cf « I <.H{ 

e t c 



tf0 
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t 



' . Vy^RK HISTORY ' STARTINQ MiTH VOUf) MOST ftlCENT JOS 






L i 1 1 ^ 


i#A 


r 7^ 

L I 1 1 . 




r 

^ i it. 


^ / 
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II. 
• 
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• 


t 


• 


« 


^ iMMtt or 




C 


• ( 








4 




i 


i-Y-i 


L ; ^ '■■■/■'■"■^ 


1 







V — "■ 

• 
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0 HMNvflf 
MM ( , 


VfiUI MOMfM nM 1 

,i 1 ~ 1 a I .1 


L i 


UAH fttQMfH 

. Ul , 1 


Hi* • ^ 






MOMTN ttJUl "1 

1 , , J 




ft 








M 








J 








« 












1 


Wh 


I 

L 1 t J 


1= 




• 
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HUH* I I 
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MASTiB REGtSTBATrON I j 


iANCAfS (FPm«UUUfi£ MAf«f 701 F«S) 



0 



1 



f 
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UNIT 2 : iH^EPARi^ Letters m resims 



1. Prepare a resual of training, i^ork experience and personal data 
following a model resi^. 



15,, Write a letter of appTicatlon for a given job^feparlng following 
the format and content of a given model letter. 



LEARNflyiG ACTivmes 

1. Exercise 1. Work through the Itaniz^ model resum^ with students 
and discuss It until clear. 



Student's Book: Itewrtzed Itodel Restyrf 



2. Exercise 2, Have students prepare a resunil of their own persoVial 
data, education, training and experience following the model. . 

Student's Book: Preparing a RestanI 

3. Exercise 3: Work through the itemized instructions for writing 

a letter of application with students. 

Stifdent's Book: Itemized Model letter of Application 

4. Exercise 4. Have students trite ♦a letter of application for a 
given job opening. Newspaper advertisements a re. provided in the 
student's b^dk. 

Student's Book: Writing a Letter of Apollcation 



Writing a Letter of ApoIIci 
Form Of Application letfir 



5. Exercise 5. Optiona 1 . Students prepare a letter^and resum^ 
package using the prepared resisne and a covering letter written 
in response to a given newspaper advertisement^ 

Stodent's Book: Written Application Techniques 

1 
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EXERCISE 1. Iteailzed Model Reside 



. THe studen^ts should read the folli^lnq fM>tes In their am books 
before they discuss the model re$mi with the instructor: 

A resiani is a su!»nary of your personal Information such as age, 
sex, marital status, health, your education and training, your work 
experience and usually the na^ of yotfr references. A resuir^ mustt 
be directed to a prospective en^loyer. 

The suflwiary of your work experience and your achievements, may bec<^ 
6ne of the n»st important things you prepare in your job search. You 
should use an accepted model and write it carefully. 

. A good resumi will help in the folloftfing ways: 

,1. ---It will create a favourable Impression with an 

©nployer. y 

J. ' \, 

2. It may excite the interest of an employer. 

3. It will outline your personal characteristics and. 
point out your qualifications. 

4. It will, focus attention on your special abilitld^. 

5. It will give you the best oppor^nity to be hired 
for a job that suits your qualifications. 

M^RE A CHECK IIST TO FOLLOW when preparing your resum^. Look 
back at the list after you have done yours to see that all the points 
are covered. 

It should include: 

1. .Personal information - name, age, sex, full address^ marital 

status, family and dependants', state of your health. 

2. Education and training information - education level conpleted, 
special training, certificates, dipl(^s, degrees, etc., with 
dates received. 

3. Experience - your work experiences with brief descriptions of. 
your duties and responsibilities for each job you have held. 

4. Reference - list of names of persons who can tell the anployer 
about your characteristics, education and v«)rk experience. 

.4. 

This resim^ can be a model for resi^s you may want to prepare to 
help you find employment in the future. 



•t 
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RESUME OF 



! • 



- in 



STEPHANIE JOAN imm 

2206 - 6^ Avenue East 
Maple Leaf, Saskatchewan 
S9V 2E7 - 

Telephone: (306) 858-4179 



(D 



4 
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THE" PARTS OF A RESIM 



A Tlie Cover Pa^e 

The reswne'' of ten contains a title or cover page which gives the 
following information: 



0 



Your full nane. 



Your full mailing acMress including postal code*. 
0 Your telephone nt«nber. including area code. 



This page gives the prospective ^loyer all the irffonnation needed 
to contact you if he wishes an* interview. It also places this information 
Immediately in front of him. 



222 



B 



Stephanie Joan Lambert 

22% - 6th Avenue Efst 

Maple Leaf, Saskatchewan S9V 2£7 

Telephone: (306) 856-4579 . 
EMPLOYMENT (»JECTIV^ 



Sal§sclerk In the retail- sales of floral specialties, gifts or 
fabrics. , ■ * 



® 



WORK EXPERIENCE 

Meeting and Dealing 
with People* 



During my ©nploym^nt as a salescler*^., I was 
recognized by the Department Haifager for my 
ability to handle difficult custo^rs. As 
a switchboard <^eraton I gained a reputation 
for my tact. As a housewife for the past 12 
years, I have had to use tact* Ind discretion 
in a variety of /difficdlt sjtuaftons. " 

Through invol'vanent In tommunity work over 
the past 5 years (B^als-on^^fheels progran - 
delivering food to shut-ins) I have had to 
meet and work with many people and I was 
particularly praised for my patience with the 
sick. As convenor for my hobby club, I was 
responsible for maintaining- a roster ^ the 
8»embers; then I had* to contact them when it 
was their turn to donate lunch. 



Ability At home I have learned to. operate arid maintain 

a variety of equipment - washer, dryer, stove 
and many small appliances. I learned to make 
temporary repairs to small appliance wiring. 
jf An eager learner, I have become an excellent 

cook and have been praised for the orlglnaFlty 
of my menus and qsality of meals. 

y In order to attend night classes in ceramics 
and sewing and to participate in community 
work, I learned to drive In jutt 4 lessons (I 
hold a valid dr|1ver's licence); I took up 
ceramics and quickly learned molding techniques, 
the application' of color and glaze and the 
operation of the 't«nn. In sewing, I was com- 
plimented for my progress and application of - 
technlqti^s. . 
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8 Body of the Resume 



page 



® 
(D 



In the tipper left-hand comer, the infonnatlon which'was.on the title 
Is related. 

Your full name. 

\ 

Your complete address. « 
Your telephone number. 

f 

EMPLOYMEwf OBJECTIVE 

A short statement of your goals or what you wish to do on the job. 

WORK EXPERIENCE - 
This can be arranged: 

a. by subject as shown in the exauple; or 

b. by actual jobs held In your work experience. If this 
method is used you should: 

1. always list you last job first, W)rking back 
toward your firsts job. 

• • • 

Hi place the dates where they can be 'seen* easily. 
Ex^Bp le * ' 

Truck driver-B^chanic - Arctic Oil Company. April, 
1970 - Present. 6rivint water truck to oil 
drilling rig. Routine maintenance m\4 lubri- 
cation to truck. Supervisor - H.A. Cartier. 

Taxi driver - White Cab Co. July, 1969 - March, * ^ 
1970. Driving taxi in city on various shifts. ^ 
.Handling cash and keeping books of car main- 
tenance records, left to accept job with the 
oil company. Supervisor - J.H. White, 



I 
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4 

B Body of Restase (cont'd.) 

N . Experiences tfeat you have Had outside of paid jobs that prepare 
/ you for emplo^mefitV These could be hobbles, schdol activities. 
• etc, * ■ ' 

glHJCATION . . , 

List all ^ucatloi^and training courses taken. Include: 

a. type of training or education^ 

b. place of training (If college or technical school, / 
list city nsfflie). . . • / 

/c. whether you. completed course of stu«ty or not. 
d. date of c«apil^1on (year only). 

d) ' ■ 

f ERS^ DATA 

State pertinent Information briefly about yourself. 

Hme people who know you and your work and can tell prospective 
©nployers about you. Include: 



• 



a. name. 

b. audress. 

c. occupation.* ' 

d. telephone number llf you know It). 

Obtain permlssi®! 't<6 use a person as a reference. 



4 



Handling Money 



c 



An 'iRiportant aspect of bein9 a good hoD^emaker Is 
tnafcing the most of the fsoiily Income. To do this t 
I plan all purchases of food., clijithfng and houses 
hold Itans* co^parNe price and quail tyt tt^n make • 
purchases Oslng cash, cheques or credit card, fn 
the hQ6)e» I share the responsibility with husband 
for paying bills and budgeting the Income. 

As convenor for the-hd»by clf^, I m required to 
collect and count cash at ea^t meeting^ make bank 
deposits and rspoi^ the balance to club ^r^rs. 

I had to handle cashr cheques and credit purchases 
and was responsible for i^y cash float when I 
worked as a salescleHc. 



REUTED EXPEDIENCE 



In school, I learned to type $nd use the adding tpachlne. I have ^veloped 
a good knowledge In siatchlnf colors md materials. I have developed nQf 
ability to prepare and arrangiK -pleasing displays^ 



EIHKU^TIOH 



0 



Collated Grade 11, 19S8 

Completed evening course In ceramics. Community College, 1970 
Completed evening course In sewing, CoRimjnIty College, 1972 



PE^OmjATA 



Age » 32 
Height - 5'4" 
Weight - 115 lbs. 
Health - excellent 

Narltal Status • married, 2 children, .ages 7 and 11 
Interest - ceramics, sewing and cots^unlty v^rk 



REFERENCES 



Mrs. T. CHEtKERS 



Mr. .John SMYTHE 

Manager Operations Supervisor 

Tru-Value Mart C.N. Communications 

Rosthem, Saskatchewan Camloops, Saskatchewan 



Mrs. Janet BIA! RE 
151S Maple Ojrive . 
Maple Leaf, Saskatchewan 



Tel. (306) 205-764^ 



Tel. (306) 295-3321.* Tel. (306) 765-8693 
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EXERCISE 2. 



Preparing a Resaial 



Have the ^students prepare a res 



of their own personal .data. 



education, training and experience following the model which they' 
have just studied. The student's books have blank pages for this 
purpose. 



The students should- read the following notes In their own books 
before they discuss the model letter of application with the Instructor: 

The lettef of applfcatlon raay be the first sa^le of your work 
which a prospective ©j^loyer sees. Fn^ It tm will form an opinion 
about you, your attitudes and abilities. R^iei^r, he may read it 
before he has even mt you, or before he r^ds a resol of your quali- 
fications and before he sets a date for a job Interview. The letter 
should leave the eu^loyer wanting to know more about you and looking 
foru^rd to reading yoyr resiwie and an Interview with you. 

HERE IS A SCKM) CHECK LIST TO FOlLCRi v^en writing job application ' 
letters, look at the list again after you write your letters. 





EXERCISE 3. 



Itemized Hodelletter of Application 



1. Be brief and to the point. 

2. Clearly Identify the job you are applying for. 

3. State your training an«f experience . 

4. Ask for a job Interviv ^ 

5. Provide the necessary ii^formation to contact you . 



T 



6. Write It on one pape . 



328 



410 Tench Street East 
Rantsport, Nova Scotia 
B6N 4K2 

Noves^er 9, 1973 
1 



Mr. John Reede 
Personnel Manager 
Reede*8 Electric 
624 Maine Street 
HANTSPORT, Nova Scotia 



Dear Sir: 



® 



Please consider wy application for the of electrical repairman, 
advertised in Friday's Beacon. I believe that lay training and 
experience have prepared tae to !mndle the job to your satisfaction. 

# 

I atB 30 years old, married and have tvo children, I completed 
my grade ten at the Fairview High School ,in May of 1964. Since then, I 
have taken a 32-week £lectrj,^al Construction course at the Tech. For 
the past four years, I have*been eB^jlqyed by Mr. Ji Doe aa a helper in 
his Repair-It-Right Electric Shop. I 'have also worked as a transit 
operator and a maintenance man. 

Enclosed you will find a coaplete job and personal resiml which 
includes references. . • ; 

< 

I would appreciate an oppprtimity to discuss the job with you at 
your convenience. I can be contacted by telephone at (Area Code 902) 
864-3291. 



Sinc^ic^ly yours, 



Robert Smith 
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RETURN MmiSS AND DjTF . Give your full nailing address and the 
date you are writing the left \ The month Is written In full and not 
abbreviated. 



© 



2, 

tNSlDE AmESS - This is placed at the left margin but lower than 
the date. It includes: ' 

a. the name of the person to whom you are writing 
(sanetlmes the name Is not given). 

b. the title or witlon of the person 

c. name of the organization or business. 

d. the full address. 
Notice the punctuation in all parts. 



© 



^^g^NG - The greeting should be the/standard business address 
such as "Dear Sir:" or "Dear Madam:". case of applying where 

"Apply to the Manager" is advertised, HOear Sir:" Is the most appropriate. 
If no name or position ?s given and you have the nme of the organization 
only, then direct your letter to "The ftenager" in the Inside address and 
use "Dear Sir:" In the greeting. 

0 

THE POSITION APPLIED FOR - Give the name, nt^r (if known) or 
description of the job as It appeared in the advertisement. Also state 
where you learned of the job opening. , 

© - 

QUALIFICATIONS > Give the Important details of your qualifications 
particularly as they reUte to the position you want. If you can, show 
that you have the Qualifications asked for In the jjdvertis^nt. This * 
Is the frost important part of the letter. You want the employer to" be 
interested in your qualifications so that he will want to know more -about 
you. 



© 



ENCLOSURES - State in a sentence or two what you are enclosing 
with the letter. 

© 

■ REQUEST FOR AN INTERVIEW - Show that you wish to have a job interview 
and show that you can be available. State any times you are not available 
d|ie to work, or other reasons. 

y&J CLOSE - Include a cc^pl imehtary close such as "Sincerely yours" or 
"Yours truly", sign with your signature and type or print your name. 
The "enc." at the left means ""enclosures" which indicate that you are 
sending s^omething with the letter. In this case a reswnl is enclosed. 
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EXERCISE 4. Have the students write a letter ^fapplftatlon for a given 
job opening. . Newspaper advert1s®nents and a space for writing the letter 
^ are provided in^he studisnt's book. They should follow the form of the 
application letter below. 



FORM OF APPLICATION LETTER 



(Your S>reet Address) 
City, Province) 
Postal Code) 

(Date) 



(Name of Employer) 

(Street Address or Box Number) ^2 J 
(City, Province) 
(Postal Code) 

Dear^lr: (or Dear Mr, ) 



(Position Applied For) 



( You r Qualifications) 



(Training and Experience) 



/(wm.rt!, If fm) 



(Request For An Interview) 



enc. 



Sincerely yours, 
(Your Signature) 

* 

(Your Name Printed) 



® 



EXERCISE S. Written Apollcation Techniques 



This 'Is^ an optional exercise nrfilch $&m stiKlaits v»nt to <to 
for extrcj practice If there, is tlR«. The students shoiKd read through 
the following notes In their own books before they wrl^ the re%mS and 
covering letter: ^ 

Sometimes the best vi^ to make^ al^J^en for a job Is by using 
a resume ant sending la letter a l^ng with the-rest^. The purpose of the 
resume, of course. Is to outline^ your qualifications and exfmrlence to 
the employier. The purpose of the lett^ Is to bring the resioil to his 
attention and point out your qualifications for the job. Here Is an 
example of the content for such a lettjer. 

Pizue. couideji my quaJUilcaUom md exp^^cnce* oa 
outUnod AM tke. attached ^lUmd 4m itppUcaZLon im thz 
position oi which you ftave advmtUs>d in ifee 



Vou mU noUtt that I have, exfrnitnce, in the, type 
oi too/ife mentioned in youA adveJvtUemnt, I enjoy ^hh ' 
type oi mnk ami maid Uke to continue in it* 

1 cm cme ioft an ititeA-vieM at you/i convenience any 
^day a^teA 3s00 p.m. ■ ■ 

\ Write a resume and a covering letter In application for one of the 
follcnjing jobs. Oo your v»rk on separate pieces of paper, but keep them 
as models when they are ccHi^leted. If you prefer, choose a job adver- 
tlsement^from the local newspaper instead of one of these. 



V , ,., 

SHOE DEPT . 

An experienced person is 
required for peinsanent m- 
ployment selling a full line . 
of men's and women's shoes. 
Good wages. 40 hour week. 
Write with full details to: 

Manager ' 
Williams Limited 
2461 Main Street 



PRINTING SHCy 

A person is wanted to train 
as a j^eneral worker in a grow- 
ing commercial printing shop. 
S«ae experience helpful^ but not 
not necessary. Good <^portunity 
for advancement. ' Good working 
oonditions. ^ply i-ri writing 
to: 

City Litho ltd. 
17 as Northwest Blvd. 



RELIABILITY 



INCOME 



f.-.- 




k4 % 
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EXPLORING JOB EXPECTATIONS 



OBJECTIVES 



Efliployfers and employees have expectations of each other In all cases. 
Satisfactory employment for both parties is contingent upon the n^asure of 
the way these expectations are met. In this topic, the student has an 
opportunity to identify normal employer expectations, evaluate himself 
against them and explore ways of changing his behaviour to be better pre- 
^pared for employment. Specifically, stu<tenU vfill: 

1. Identify employer and ei^loyee expectations whicb ar-e 
normally associated with a satisfactory employment 
situation. ^ * 

2. Evaluate behaviour in relation to, employer expectations. 

3. Tlan changes in t^haviour.as required in relation to 
employer expectations. ' \ ^ ' 

4. Practice behaviours which are expected of /6mploye4s 
in most jobs. 



OVERVIEW 



In this topic, instructors and students discuss various ©nployment 
situations with specific reference to. the expectations of both employers and 
employees. After identification of accepted behaviours, students evaluate 
their own behaviour against them and plan ways to change. The instructor 
should make reference to the practices of students with regard to punctual- 
ity, appearance, dependability, initiative and other characteristics as 
displayed while attending the course. The experiences^are organized into 
two units of study: 

Unit 1 - Identifying Job Expectations ii essentially an 

information gathering experience to find, .list and 
describe the behaviours expected of ©nployees. 

Unit 2 - Practising Employee Roles includes a self 

evaluation and experiences to assist the student 
to plan changes in his" behaviour patterns to 
<^ meet expectations. 



336 



EVALUATION 



A check Mst of personal traits is c«nplete<t by the student, appro- 
^priate sections in the Student's Book are c<^pleted, and the plan fbr 
chiui^ behaviour (if re<^ired) is prepared. 
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UNIT I ; IKNTIFYIN6 JOB EXPECTATIONS 

1. Identify ©nployee expectations of an employer which are associated with 
working conditions, returns, advanc«nent prospects, stability, personal 
relationships and supervision. 

i 

2. Identify enployer expectations of an.^ployee which are associated with 
dependability, skills. Initiative, judg^nt, work habits, interperson- 
al relationships and appearance. 

1. Exercise 1. Job Expectations - What the Einployee Expects . Discuss job 
expectations frm the point of v^»/ of the employee. Read the ten 
expectations described In ^ Student's Book. 

Student's Book: What the Ejmplpyee Expects 

2. Exercise 2. ttob Expectations - What the Eapl oyer Expects . Discuss job 
expectations from thes^lnt of view of the en^l oyer. Read the ten 
expectations describef in the Student's Book. ~- 

, Student's Book: What the Employer Expects 



\ 



1 

• EXERCISE 1 . Job Expectations - What €h e Employee Expects 



, Begin the exercise with a brainstorming discussion in which students 
tell freely what conditions and rewards they expect to find on a job. 

, The instructor should eosure that the following ten points are covered 
in the discussion. Hot all jobs have all of these characteristics, but 
they can be thought of as average conditions which probably result in a 
satisfactory job from the ©oployee's point of view. 

1. The Nature of thfe Job . Employees find that the ideal job is one that 
matches their personal qualifications with those required by the job. 
The match shoul^nclude physical 'abilities, interests,' m)l1ona1 
needs, aptitudes, abilities and training. 

2. Working Conditions' . One of the first conditions that an ©nplpyee can 
expect on tHe job is to be provided with a safe, clean place to work. 
A1 thoj^i^^oine types of work will be associated with certain hazards, it 
is weresponsibllity of the employer to see that unsaff conditions are 
rediced to a minimum and that each of his employees Is provided with 
the proper tools and equipment to perform l^ulckly and efficiently the 
tasks he is hired' to do. 

♦ 

3« Hours, of Work . Employees prefer .jobs that have regular working hours. 
Jobs^that have regular hours (even though shift work may be Involved) 
that allow for a well -balanced 0 if e Including time for family activi- 
ties and recreational activities are usually chosen even when the 
opportunity to earn more goes with longer hours. - 



4. 



Pay and Other Benefits . It is quite normal for jobs to be evaluated in 
term of pay and other benefits. The pay should reflect the employee's 
skills, abilities and training. Sometimes benefits provided by. the 
company are worth more to the employee than the actual* salary. In 
examining a prospective job, a person should beco^ as familiar with 
the benefits associated with the job as with the bailc pay schedule. 
Benefits* include such things as vacations, pension schemes,, sick 
leave, profit sharing and others. 

5. Advancements at Work . One aspect that often affects a, person's outlook 
, toward a job is tthe opportunity that the job affords him for promotion. 

Workers are usually better satisfied if they are fully aware of the 
basis on which promotions are made. Often, employees expect employers 
to seek people for management positions from., the existing staff before 
looking outside the company . 

6. Future Prospects . Closely associated with pay and other immediate 
benefits is the consideration of what future prospects the. job offers 
Its employees. Employees ask, "Will it provide steady en^loywent?", 
"Is, It reasonably certain that the job will be able to provide for the 
future, for the growth of my family, and for my retirement?" . 
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Working As sociations . >tosl: jobs provide ©i^loyees »ith benafits. that 
have noting to do with the salary. These Incliide off-the-jc* recre- • 
atlonal am* social activities for ^e staff. Our work life occupies a 
^or paVt of our t1^ and ^ people we associate with at work forra a 
social group 4ifh1ch Is very 1aq>ortant to job satlsfactloa. Bes1<tes the 
fnforwai associations, there are often coj^any social clubs, recreation 
clubs and In s(m cases professional or trade associations. 

Participation. An employee likes to be able to niake suggestions to 
solve probl0Bs which arise in his work. In this way, he can contribute 
to «ie success of his grcmp, his j<* and the fim he works for. . 

Supervision. Conscientious and fair supervision where an €^1oyw 
feels that the supervisor -walntalns his best interests at heart are 
essential for e^loyee satisfaction. He ^st be able to feel titat he 
can go and discuss his job and any difficulties he Is having on the job 
with somebody authority. 

The Ccy ny . A worker gains 4>re9t1ge as the co^ny he works for gains 
and nolds prestige in' the'conminlty. In order to have the maxiwiiro 
benefit, an ©nployee needs to pick a con^ny of which he can be 
justifiably proud. ^ 
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EXERCISE 2. Job Expectations ■ What ^e^Ec^l Oyer Expects 



Se§1n the exercise with a brainstorming discussion In which students 
take the>po1nt of view of the ©i^loyer and tell what behaviours and charact- 
eristics he should be able to expect from his «i^1oyees. . ^ 

The instructor should ensure that the following ten points are &vered 
In «ie discussion. Eiaployees who meet these ex^ctations are generally 
cmtsldered to be '*good^, and a satisfactory ^loyi^nt situation Is the 
result for both ea^loyees and «nployers. 

1. Skills. The knowledge and the abilities to perform assign^i tasks are • 
raras skillsTlTV 4obs require different skills at different levels. 
Kmnim and being cdble are the basis for any enyloyment. They are 
necessary to get and keep any job t 

2. itewsndability . An ^loyer who provides a person with a j<A Is payii^ 
for sm type of productivity, (tee of the w»re ifi^rtant things that 
he expects of an ei^loyee Is dej^ndabilityi or the willingness of that 
person to prtMkice what he has agreed to. Dependability can be dis- 
played by being at worH regularly; b^ing on tiiae; sticking to an 
assigned l;ask; abiding by company policy; making an h«»est account of 
coBHJany rx)n1es and materials and u»et1ng work deadlines and schedules. 

i 

3. Industriousness . In<^strlousr«ss is kmiwing your «yn job, and getting 
&iJt witbui being prod<ted or constantly \^tched. An industrious 
person is a self-starter who can work with a mlniiajm of supervision 
and can use initiative in starting and finishing a task. 

4. Enthuslasro . Enthusiassi is a genuine interest in the job that causes a 
persorr to enjoy the job and to make his association pleasurable to 
those around hiro. 

Decision-Hakir^ . The ability to make a decision and carry it throu^ lis 
the nark of a ^ture Individual. It involves getting the facts, con- 
sidering the consequences, and applying judgaaent before one acts. 
E^loyers my give directions, but no fsatter h#f stalled directions 
or procedures are, ^loyees have to make decisions. Enrployers expect 
good iudgement In decision situations. 

6. Working Habits . The quality of work that a person produces is often 
related to his working habits. Good employees maintain habits such as 
neatness and accuracy. 

7. Friendlitmss . The ^loyee who is friendly by nature and who can get 
along with others makes his work and the work of those around him 
easier. Host ai^loyees are going to spend about a third of their day 
at wrk. They appreciate this time being sj^nt near a friendly person, 
rather than a grouch. 
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Tegqwork . Closely allied with the <Htdlity of friendliness is the 
' ability to tifork with other people toward the aco^lishp^t of an 
assigned task. One pers(»i is uncooperative can destroy the- effect 
of a large team of people, Te^m^rk involves: 

'/ 

a. Itot shirking one*s portion of an assignment. 

b. Respecting the work and the contributions of other m^ers of 
the teaa. ' . . 

. c. Not seeking personal advancement or I'ecognition from the work 
of the entire team. • ^ 

V ^* Attention to Safety Factors . When a man is working witti a group of 

people, hf s actions and observations might not only keep him from being 
injured, but otimr fi|Siri^rs of the staff as well. Carelessness to 
safety factors can disrupt entire operations, cause Injurit^, and colt 
^loyers unnecessary expense. An employee should ren^iber al«i^ to 
leave his working area in a safe condition. 

^0* ^Uw>ea ranee . - The first mark, of good appearance on a job is to 

dressed appropriately for the job you are to j(^ require a 

business suit, while others r^ire heavy close-^fltting clot^fng.. Good' 
grooming is also imfHjrtant. Appearance involves (Messing and grooming 
. in such a manner that you do not se^ out of place while you are on the 
job. . \^ 




ERIC. 
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UNIT 2 : PR/CTISINa E^^LOYEE •R0lES 

ft * * . 

oBoeenvEs 



1. Evaluate behaviours related to expected en^loyee roles, using a check 
list of personal job traits. 

Z, Identify personal trafts which would require change to meet ©npl oyer 
expectations^ , . ^ 

3.. Plan, by listing activities, to change personal tfalts to meet employer 
expectations, ' . 

4. List anployer expectations In' preparing for an ©liployment Interview in 
a given situation . " ' 



tEARNih^ ACTwrnes 

- 

1. Exercise I. Students Identify behaviours ii#h1ch meet ^nployer expect- , 
atlons and those wh<ch <fo not, and they coinplete th^ck lists of 
personal traits and past performance. 

Student's Book: Personal Job Traits 

Check list of -Personal Job T raits 
Past Performancfe Check List 

2. Exercise 2. Students rate their pwn ability to meet ©nployer expect- 
ations, and they make a plan to change the behaviours which do not meet 
accepted e»J9loyer expectations by listing activities to be carried out. 

Student's Book: Planning Self-Develoi^m'nt ' 

3. Exercise 3. Students Identify employee and employer expectations for a 
particular job,. and they list criteria which an applicant should be 
able to meet In an. Interview for the job. 

• . * ' 

Student's Book: Identlfy^ob Expectations 

Preparing for, the Interview 
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EXERCISE 1. 



Check list of Personal Job Traits 



1. Is your personal a|>pearance n^tf 

2. Are you conscious of appropriate dress? 

3. Are you neat and orderly In your work? 

4. Do you get to t«>rk on time? 

5. Do you feel responsible for jobs 

aligned to you? 

6. Do you seek to perform jobs assigned to 

you_to_the best of your ability? 

7. Do you follow directions willingly? 

8. Can you vft>rk without constant 

supervision? 

9. Are-you friendly to other numbers of 

the staff and employer? 

10. Do you complete jobs which you start? 

11. Are you willing to learn new skills? 

12. Can you continue to work without 

bec(Hn1ng bored or discontented? 

13. Can you stand pressure? 

14. Are you easily upset or nervous? 

15. Do you respect fellow workers and 

their jobs? 

16. Can you cooperate with fellow workers? 

17. If you don't understand instructions, 

are you willing to ask for more 
details? 

18. Do you respect your supervisor and 

the job he has to do? 

19. Can you accept criticism' 

20. Can you accept praise? 



Always 



dZ] 

cm 



tines 
CZI 



cm 



cm 
cm 
cm 



3 cm 



cm 
cm 



Never 

cm 



] cm cm 



cm 
cm 



] □ cm 



cm cn 



I I di cm 
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IZZl 
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cm 

CZI 
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CZI cm 



cm cm 
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Evaluation ; How many checis did you put in each box? 
^^ways i I Sometimes \ | 



Never t-IZIi 



* If you have 0 in "Hever", you win probably meet employer enpect- 
ations In most jobs. 

* If you have up to 4 In "Never" and several In "Sometimes", you need 
to look at ttwse weak points. They could cause you trouble in 
getting and keeping a job. 

* If you have 5 or more in "Never" and several in "Sometimes", you 
may not get a job, or if you do get a job, you will probably not be 
able to keep It. 







- 






^ ,■ 

In your last three jobs (or in the last three years): 










Yes 


No 


1. 


Have you ever quit a job without giving the employer: 
notice? 




iZl 


2. 


Have you missed wot « for reasons other than sickness,' 
wnich put the employer in an Mhcomfortable position? 


1 i 




3. 


Has anger ever made a marked change In your working 
ability? 


□ 




4. 


Have you ever been ineffec.tlve on the job because of a 
drinking habit? 




□ 


5. 


Have you ever been scolded or dismissed because of 
failure to do your job ^ well? 




□ 


6. 


Have you ever had an accident on the job because of 
your carelessness? 


□ 





Evaluation ; If you answered YES to any of these, you may have trouble 
getting and keeping a job. 
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EXERCISE 2. Planning Self-Develof^nt 



The students rate their ability to nieet employer expectations on the 
following scale, and then they fill in the chart following it. The instruc- 
. tor my need to help students to fill in the forms. Individual students 
may also want to discuss their characteristics privately with the instructor 
and receive his advice, on things which they should change. 



Sel f "Rating Scale 







Low 


N 




High 


1. 


Skills 


1 2 

4 


3 


4 


S 


2. 


Dependability 


1 2 


3 


4 


5 


3. . 


Friendliness 


1 12 


3 


4 




4. 


Teamwork 


1 2 


3 


4 


5. 

• 


5. 


Attention to Safety 




3 


4 


5 


6. 


Appearance 


u 

1 2 


3 


4 


5 


7. 


Decision -Making 


1 ' 2 


3 


4 


5 


8. 


Enthusiasm 


1 2 


3 


4 


S 


9. 


Industrlousness 


1 2 


3 


4 


5 


10. 


Working Habits 


1 2 


3 


4 


5 



Things Which I 
Should Change: 


How I Plan To Change Them 
Within The Next 30 Days: 




















C 
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EXERCISE 3. Preparing for an Interview 



Each student will choose a job they have alisady worked at, a Job they 
want to- get, or one of the jobs described In tfie^tudent's Book In tN! 
sectlcm I<tent1fy Job Expectations and then follow these steps: 

K Make a list of expectations which he thinks he would have to meet to 
get a job. 

2. Hake a similar list that a job would have to provide to satisfy him. • 

3. Compare the two lists and discuss thm with the Instructor and the rest 
of the class. 

4. In the section Preparing for the Intervlarf In the Student's Book, make 
a personal list of criteria which an eriqjloyer could reasonably expect 
an ©nployee to met at a job Interview. 







V • ' 




IX 


APPEARANCE 


9 

m 

* . * 
• 


. « 




ATTITUDE 


^■■^ 


ft 




HANDLING 

• 


• 


JOB 
INTERVIEWS 




HANOUNG JOB INTERVIEWS 



OBJECTIVES 



Whether iw a formal employpient Interview or In a simple personal 
contact situation, a Job applicant requires interviewing sMlls. In this 
topic, itodents will learn and practise sam mp\o^m\t interviarinf 
techni(^es. SpeciiPically, students will: 

1« Identify and use jn^oper listening and questioning techni(|ues in an 
interview s^ituation; 

2. Identify fsroper interview technit^es by evaluating given interview' 
iituationi on tape awJ' f llsj . * 

3. Oeoionstrate proper interview t^hniques when role-playing as a job 
applicant in s4milated job interviews wit)^the instructor and other 
students. \ . 



OVERVIEW. 



In this topic« students draw together all tHeir experiences, as they 
conplete the job research part of the course by preparing for a job inter- 
vijew. The topic- is ilivided into two units of study: 

Unit 1 - Interviewing Techniques provides experience for the student 
to identify and evaluate good and bad interview techniques. 

Unit 2 - Ifiterv i ewi no Pract 1 ce provides role-play situations which 
sisiulate i^lo>^ent interviews. 



EVALUATION 

Appropriate sections of the Student's Book should be com- 
pleted. Role-play performance should be evaluated by instructors and 
students. 
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UNIT I : INTERVIEWING TECHNIQUES 



C^ECnVES 



K I(tent1fy and evdluate llsteniil^ and questioning techniques as they 
apply to ^loy^t Inlsrvlews; 

2. Identify factors which affect an ^loyiaent Interview and pre^re a 
checklist of Interviewing tips. 



L£ARNiN6 ACTiVrriES 



1. Exercise 1. Stu^nts listen to tim audio tape, Oob Interviews , and^ 
discuss each af^ll cant's perfoni»nce« "** 

Student's Book: Job Interviews 

2. Exercise 2. Stu^nts read and discuss Tigs for a Successful Job 
Interview . 

r 

Stu<tent*s Book; Tips for a Successful Job Interview 

3. Exercise 3. Students view and discuss the film listening Techniques 
from Topic I . ' ' 

Student's Book: Fllfned Interview 
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EXERCISE }. Au dio-Tape "Job Interviews" 

1. The purposes of this tape are: 

To p rovide a model for a successful interview with h f>rospe€tive 
employer, drawing attention to the ii;ain parts of tife Interview 
atvJ what should be incluued in eacn: 

Opening: Introduce self . 

Identify job applied for 
/ Use the interviewer's hame 

Responding: Let interviewer lead . 
Answer carefully 

Rejnt^ber the job you are applying for, and try 
to relate your answers to it 

Adding: Provide any further useful information that has not 
been given in response to questions, (Make an 
opportunity to do this if there is further Informa- - 
tion, even if the interviewee does not invite it.) 

Closing: Know when tne interview Is over 

Thank the interviewer for his time * 
Say good-bye 

Use the interviewer's name 

b. To demons trate some pitfalls in an observable way; 

c. To provid e some basic information about job interviews before the 
students are expected to role-play suct^ interviews; 

^' to anphas ize the need to prepare for a job interview; 

by finding out what tlie duties are 

by thinking about your own qual if ications and relating them 

to the dutifii; 

V e. To help the students focus on the points ra ised and rewetnber there , 
by having the students engage in' guided discussion. ' 

2. Content of the audio-taped interviews: 

a. The tape includes 3 selected interviews and the subsequent con- 
versation fo the interviewer with one of his friends. The best 
model of an interview (Charlie Reade) is re-recorded after t|te 
stHn up by the employer so that a second discussion of the good 
model can take place. . . 

b. The job: Night supervisor-cook for a 24-hour pizz^T house, 

12-8 a.m. {take-^ut only). 
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The 1nterv1ev\»r: Mr. Phillips, the owner of the pizza house. 

Applicants: Charles (Charlie) Reade, Applicant A 
Walter (Wally) Harrison, Applicant b 
Bonhar (Bongo) ^Ith, Applicant C 

The applicants all have a c<^{iK>n background: they are just out 
of school; they have finished Grade 11; they speak English 
fluently; they live at hCKne. 

Individual descriptions: 

First. Applicant A (Charlie Reade ) 

A young oian with a firm voice, wto Introduces himself 
quietly arul Idei^tifles the job he is applying for. He 
ansvi»rs the questions carefully, making the most of hfs < 
quaTlfications and relating thm to tJm*requir^[»nts of the 
job. He reveals that he has visited the establls^nt dur- 
ing the night shift, as a customer', to see the operation and 
clientele. He was a newspaper boy for 7 years, has done 
delivering for a neighborhood grocery store on Saturdays, 
and mentions that in school ch^istry and mathematics were 
his favourite subjects. He says he has no experience, at ■ 
cooking, except that he has had to get his own breakfaU 
occasionally; then laughs and says that on those days he 
usually has orange juice and coffee! 

Second. Applicant B (Wally Harrison) 

A bashful, quiet, young man who se^s to lack self-confidence* 
He doesn't make tne most of his qualifications in the inter- 
view, doesn't ask any questions, doesn't "add anything" when 
the op^rtunity occurs. Ooesn't introduce himself at begin - 
, hing of .interview, doesn't thank interviewer for his time. 
Gives an im'pression of not having enthusiasm or int^tive. 
Has worked in a hamburger place after school , cooking hambur- 
gers and hot dogs. 

Third. Applicant C. (Bongo Smith) 

A loud boisterous yoVing man, who practically takes over the 
interview. He fails to introduce himself; tells the owner, 
"I'm just the man you're looking for," He asks the owner 
about wages and fringe benefits, and while the owner is ex- 
. plaining. Interrupts him to say, "Have you got a match?" 
later: "What kind of customers do you get here in the late 
hours?" ... Then Interrupts the answer with: "Don't worry 
about it - If any bouncing neteds to be done, I'm the boy that 
can do it." Has had 3 after-school jobs in the last 6 months, 
as a truck loader, a theatre usher and a helper in the 
kitchen of a take-out doughnut shop. 
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Method of using the taped interviews j 

a. The Instructor explains the purposes of the taped Int^lews. 

b. The students and 1;)Structor listen to Interview A. and discuss 
It. (Probably little dlscussloni some positive points should 
be brought out.) 

c. The students and Instructor listen to Interview B, and contrast 
It with A. What did the applicant mMl What kind of Impression 
did he give? 

d. The students and Instructor listen to Interview C, and contrast 
it with A and 8. What did the applicant omit? What kind of 
Impression did he give? ^ 

e. The students and Instructor listen to a conversation between the 
owner-interviewer and a friend also owns his ow» business. 
He talks about Interviews B and C, giving colourful descriptions 
amt Impressions, saying he had decided to hire Applicant A. He 
describes how the latter conducte*^ himself, and mentions the 
kind of service he expects this young man will be able to give 
him. 

f. The students and Instructor listen to Interview A again and 
discuss the strong points and reasons for the applicant's success 
in getting the job. ' 



/ 
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AUDIO-TAPE SCRIPT - JOB INTERVIEWS 



Interview #1 ; Employer - Stan Phillips 
Applicant - Charles Reade 



PHiaiPS: 
RE/U)£: 

PHIUIPS; 
REAOE: 
PHIUIPS: 
REAOE: 

PHILLIPS: 



REAOE: 



PHILLIPS: 
REAOE: 

« 

PHILLIPS: 
REAOE: 



PHILLIPS: 

REAOE: 
PHILLIPS: 



Knock 
Co^ In. 

Good afternoon, sir, name Is Charles Reade, I'd like to 
apply for your night supervisory position. 

Hello, Charles. l*m Stan Phillips. Have a seat. 

How do you do. Mr. Phillips. Thank you. 

Itei. Where did you learn about our job apening? 

I r^ad about It in the Want Ad col«^ In the newspaper. I ' 
have a pretty fair idea what 1t*s about, but Td like to 
hear a little more. 

Well, just briefly, we're looking for a man who can take 
oyer the night shift, - that would be twelve to eight a.m., and 
supervise- the staff as well as the cooking and preMratioh 
of the pizzas, also soneone wno can look^'after the Ssh 
r^elpts and keep a record. Now perhaps you can tell roe a 
little bit afbout yourself. Jtow far have ygu gone in school? 

I have currently c<w»pleted my grade eleven at high school 
in the neighbourhood here. I think I would like to work 
aheat^and maybe complete my grade twelve through correspond* 
ence or something if I can find a job. 

Have you held any other jobs^ile you were going to school? 

Yes, I have. I was a newspaper delivery boy for sevin years 
and fairly recently I've been working on Saturdays deliver- 
ing for a neighbourhood grocery store. 

What sort of duties did your delivery job entail? 

Well, I had to meet with a lot of people, a lot of customers 
and. the public and be outdoors running from place to place 
delivering, especially the grocery delivering on Saturdays. 
And I had to handle the cash from those deliveries, and as a 
newspaper boy. I had to do my weekly collections of the cash. 

I see, excellent. Perhaps you can tell me what you liked 
best about this last jol> which you held. 

At the grocery store delivery job?^ 

Yes, ; „ • 
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I really enjoyed being 0)it meeting people, and carrying 
groceries Into trie kitchen and having a few words with the 
housewife, afKl asking Nsw things ti^re ^Ing but what X 
didn't like most of all was being outside; rain or shine. 
X was there with the groceries In cold and )K>t ai^ wind and 
so I didn't like the outside part of the work, iHJt I enjoyed 
the custc^r relations and handl Ing the cash ar^ those parts 
of It. 

I see. Tell roe, what do^you do. In your spare tls^ Charles? 

Well, I live at home with my parents and I spend a lot of 
my time sort of alone In bedroom readlf^ and X watch some 
TV ar^ I go out now and again and I hav^ a few (Kibbles, too. 
I have a microscope that I like to play with and things like 
that, ♦ 

So you keep yourself quite busy when you're m^t studying or 
working? 

Yes, I d6. ' 

{to you have any particular questions atK>ut the job that you 
are applying for? Perhaps something tJiat wasn't In the , 
na<spaper advertisement? 

Well, Mr. Phillips, I'd like to maybe flml out a little bit 
abSit the remuneration that's Involved. 

Well, the starting salary Is $85.00 a week, and that would 
be open to 'revision after a three-roonth trial period. 

I see. I see. That sounds fair. 

Have you ever done any cooking, Charles? Are you Interested 

at all In cooking? 

Well, the only occasion that I have ever had to prepare food 
Is my own breakfast now and again and I ifave to admit that 
when that Is .the case, It usually comes down to orange juice 
and coffee. 

{laughter) Yes, I'm about the same when my wife leaves me 
to get 0^ tm meals. I asked that, homiver, because f^rt 
of the duties would be for the supervisor to learn to oversee 
the preparation and the cooking of pizzas. ' 

Well, sir, as a matter of fact, I dropped In here last night 
about 3 o'clock and I watched the man that have tm as 
night supervisor and swt of got the feel of the place and 
saw what he did for a while and It looks like something 
that I could enjoy. 
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REAOE: 
REAOE: 



I'm very pleased to hear that,, ^Uw, -well, thank you 
very imich for oxalng and speaking to » Charles. Please 
leave your ,ptKme faenber with ^ secretary on your way out, 
ami twill be In touch with you befoine the end of the week. 

WeH^, thank you very much, Mr.. Phillips, It was nice meet- 

t«9 you., 

'12 

Good-bye now. 
CN>od-bye. ' 



■i 
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Interview #2; 



E^1o>v - Stan Phillips. 
Applicant - Walter Harrison 



PHJllIPS: 

PHIUIPS; 

PHIUIPS: 
HARRISON: 

PHILLIPS: 



HARRISON: 
PHILLIPS: 
HARRISON: 

PHILLIPS 
HARRISON 
PHILLIPS 
HARRISON 
PHILLIPS 



Cowe int Vm Stan Phillips. 

Hi, I'm WalTy liarrison. ' 

Hello Wdlly, have a seat please. 

A 

V 

Thank ymi. ^ 
. What can I do for you? 

I saw your advertisement in the paper about the job and 1 
, was kiiKi of interested in it. 

Oh yes, I see. Well, perhaps I could descrtbe a bit of tne 
job to you. We're looking for a supervisor, someone for our 
night shift, to take over ftm 12 ta8 a.'®. We re<^ire some- 
one to direct and supervise the work of two helpers. These 
two personnel prepare the piazas, bake thero, box them and^ 
also require scmeone who would be resfHMisible for the cash 
receipts, for the cash coming in fn^ the customers as well 
as from delivery boys and general supervisory duties around 
the kitchen arni slwp. Itoes this sound IJkethe sort of work 
you'd be interested in? 

Yes, yes. v 

Perhaps you could tell me something about yourself. . 

I, I used to woH at a hamburger place after school, cookifig 
hamburgers and hot dogs. 

I see, you have had work .previ0usly. 
Yes. 

That vas not the soft of thing you want«l to get into? 



fto, it was only part-time. 

Oh, that m% on a^ part-time basis, 
full-time job? 



Have you ever held a 
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No, I haven't. That's what I'm looking for now. 

I see. Jtow far have you gone in s'-hool Wally? 

I got my grade eleven. 

Uh Huh. How do you spend your spare time? 

I sometis^s assist the cub pack leader and I collect sUmps 
and that's about it. 

I see. Tell me, when you were working at the hi»iburger 
stand, what' did you enjoy about your Job there? 

I just enjoyed it. ' 

Enjoyed the whole job. There wasn't anything in particular 
that you enjoyed about it? 

No, 

Perhaps you could tell m what you disliked about your 
previous job. 

Oust part^tit^. I didn't like the. part-time. 

I see. Tell me, Wally, ^»ve you had any experience in 
dealing with the public on the telephone? 

No, not that much. A little bit. A little bit when I was 
in that hot dog stand, but not that much. a 

I see. Are there any particular questions that you'd like 
to ask me concerning this job? 

Well, Yeah, maybe. The wages? 

Right, well, the starting salary is $85.00 a week. 

Okay. 

Well, thank you for dropping arourid, Wally, and speaking to 
me. I'll be having other interviews during the course of 
the week and before the end of the vteek, I'll be in touch 
with you to let you know whether or not the job is yours. 
Oh, by the way, please leave your name and telephone number 
with my secretary on your way out. Good-bye now. 
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Interview # 3: 



Employer - Stan Phillips 
Applicant • Bortnar Smith 



SMITH: 

PHILLIPS: 

SMITH:' 

PHILLIPS: 
SMITH: 

PHILLIPS: 

SMITH: 

PHILtlPS: 

SMITH: 



PHILLIPS: 
SMITH: 



PHILLIPS: 
SMITH: 



PHILLIPS: 
SMITH: 
PHILLIPS: 
SMITH: 



n 



Say. are you the guy for the job interviews? 

What? Yes, yes, this is the place. I'm Stan Phillips. 

I hope I haven't blown this interview. I know I'm late, 
but I had to drfve 40 miles an hour across town just to 
get here as it is. 

I see, and how did you learn about this job opening? 

My brother saw the- ad in the paper. He phoned you about 
it. 

Yes. You're the chap whose brother made the appointment. 
What is your name? 

Bonnar Smith. Most people call me Bongo, though. 
Fine. Have a seat, Mr. Smith. 



I, thanks. Thanks. You know, as soon as n\y brother told 
me he had phoned about this job, I said to him, "I know I'm 
the guy for it'" I am the guy for the job there's -no 
question about it! Tve had quite a bit of experience with 
this stuff. 

Uh, you have worked previously, then. 

Well, I haven't worked in a pizza place, mind you, but I 
used to hang around ... this chum of mine worked in a pizza 
place and I used to hang around, so I know all about that dough, 
filling and baking, even the Boston stuff. I could do that 
damn stuff with my eyes closed. 

What Sort of jobs have you had. Bongo? 

Well, yeah jobs, no trouble there either. In the past six 
months, I've had „^iiree of them. I was a truck loader, 
theater usher, take out in a doughnut shop similar type 
of job to this, you know. 

Surely, surely. Tell me how far have you gone in school? 

Well, I'm grade eleven. 

Any ambitions for continuing your education? 

Well, yeah, yeah, but I'd like to yet a permanent job, you 
know. I'd like to keep this, if this job pans out, I'd like 
to keep it, ' - 
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Uh tiuh. . 

I didn't like those old jobs I had. Gee, I'm tell iof you, 
I got so sick of people ordering roe around in tttose things. 
In this job. I'd be my'owii boss and that-s s^M^etning I 
.want. I'm sick of all that stuff. ^ 

Yes, well, we are looking for scmiebody with the qualities 
to supervise^ 

Oh, to supervise, I cah do that, too. fto trouble. I'm 
the guy you want. 

Have you had any experience in your other jobs with handling 
staff, or handling cash receipts? 

Oh, yeah, I've handled a lot of stuff. Heh, what kind, 
what, that remimis me, what kind of cust(»ners do you get 
here, especially late at night? 

Well, we cater mainly to the apartment dwellers. 

Pardon me, you got a match? 

A match? No, no, I'm sorry I don't smoke. 



As I was saying, we cater mostly to the apartment ^ vellers. 

Aw, it doesn't matter anyway, because no matter what riff 
raff you're going to get in here at night, I'm the guy that 
can bounce them out. /Old Bongo 1 

Yes, well, this has been very interesting, uh Bongo. Please 
leave your name and telephone nun^er with my secretary out- 
side and someone vi 1 1 be in touch with you later in yne week. 

4 

Uh, well , when are they going to let me know? 

Well , before Friday. 

Before Friday, you * re sure, eh? 

♦ 

Yes, somebody will definitely be calling you before Friday. 
Qkdy, thanks a lot. 
Good-bye now. 
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Interview Smaaary ; Employer - Stan Ph.11 lips 

Friend - Bill . 



PHILLIPS: 
Bill: • 
PHILLIPS: 
BILL: 

PHILLIPS: 



/ 

BILL: 
PHILLIPS: 



I 



(Sound. Of teleohone) 
Stan Phillips here. 

HI, Bill here. Could I catch a ride home with you, SUn? 
Sure thing, Bill. 

Bj' the way, did you manage to find soineone for that night 
shift of yours? 

Yes, I think I'Ve" got a good man. He had no competition 
actually.) The other two that applied weren't even close. 
One was so shy, I coi^ldn't have him waiting on custtmiers, 
he'd probably take an order by phone and not get the 
address. And the other was nwch too imich the opposite,. 
He was Interviewing me, he was late, then he bragged about 
speeding on his way over here. I couldn't leave him In 
charge; he'd be breaking too many of the rules and his 
manner wouldn't appeal to n%}st of our customers. Besides, 
he'd probably fiave some pals hanging around the place. 



This guy sounds like a, clown. 



Right. But young Charles fieade Is just'the jkind ojf man 11 
was looking for < If h^ de^ls with the Customers £pd th^ 
hel pers as competently: as he dealt wlthine, I'll Jpve no 
worries over him. You! kn<»s/, he was Interested enoUgh to 
c<»ne In durlrKj night shift as a customer just to get the 
feel of the place. Nothing pushy^ about him, just a sort 
of calm self-confidence. And the kid has a sense of humour 
too. Ptot the smart-alecky type, got an ability to laugh 
at himself. 



BILL: 



PHILLIPS: 



I wonder If there 
looking for a new 
you aboqt 5:15. 



are any more like him? 
order clerk next month. 



I might be 
Well. I'll 



see 



Fine, okay. Bill . Bye now. 



(Following this, Interview #1 (Charles Reade) is repeated.) 
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EX^^CISE 2. Tips For Successful JoD In ^rv lew's 



These tips are In the Student's Book. Read through and discuss each 
with the class: 

HilZ ^0 w6 ^ve job interviews? 

The purpose of a job Interview Is to give the intfirvl^er ami the 
applicant an opportunity to team something about each other* to 
allow each to assess the possibilities of the afH>11cant filling 
the job opening, and to determine their mutual advantage to each 
other. The ©^loyer will have established ^Is for his business, 
In the sa^e way as the applicant has personal goals for his life 
and occupation. Each party In the Interview v^ighs his i^M^ssion 
of the other against the criteria he has established to meet his 
goals. Each should know in advance i^t hi^ criteria are and have 
a working knowledge of the other's requiraaents. ^ 

2. What is expected in a job interview? 

The employer expects an applicant to Jwld all or roost of the 
qualifications required by the position or stated in the job 
description. He also expects an indication .that the applicant 
will be a reliable, conscientious employee. 

The applicant expects to learn about the working conditions to 
be assured of a reasonably wage, aiKl to establish the employer 
expectations as to wfrking hours, bay, and generi^l working ^ 
iittw^phere. Generally, m seeks assurance that wil-l have the 
opportunity to use his skills and knowledge to t^e advantage of 
himself and his ©nployer. . i 

Each seeks to make a favourable Impression on the other. 

3. Who will be at the Interview? 

In most businesses only two people will be present, the employer 
and applicant. Sme large conpanles and goverm»«nt agencies, 
however, have a board or panel of interviewers, who jointly inter- 
view candidates and make a decision as to the successful one. 

^' When and where will the interview be held? 

When making an appointment for an interview, the applicant should 
find out and write down the following information: 

i 
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a. Where the interview will be held. ' 

b. What time he is expected to arrive at the, place for the 
interview. . 

c. ^ Who his appointment is with. 

If the interview is arranged by mail, this will be in the letter 
requesting the Interview. 

« 

The applicant siK)uld be careful to arrive at the proper place 
ctsnfortably ahead of the arranged tfme and present himself to 
the receptionist to confirm his appointment. 

W^t should the applicant* know ? 

a. The applicant should be able to give, without hesitation, 

* personal inforiwation about himself, including training and 
education, name of training institution and where it is 
located, and a brief history of his work experience, in- 
cluding time on the job (in years) and names of supervisors. 

b. He should be able to discuss the job he is applying for in 
a knowl edgeable manner. 

c. He should know general information about the business and 
its product. 

d. He should be ready to answer questions about why, he i * inter 
ested in this particular jab or company or about his own per- 
sonal interests and attitudes. The interviewer may even say 
"Tell me about yourself." 

0 

What should the applicant do? 

a. He should present himself in a poised, confident and polite 
^ . manner, keeping in mind the attending behaviours which help 

project this image. 

b. He should follow the interviewer's conversation and answer 
his questions honestly, giying complete answers yet not 
over-answering with unnecessary details. 

c. He should ask any question which will give him additional 
information that he needs. * These questions should be near 
the end of the interview ahd cover any information not 
previously discussed or not made clear, such as: 

(i) working conditions 

(11) hours of work 

(ill) wages and pay periods 

(iv) other questions about working conditions. 
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7. How should the applicant fee dressed? 

The applicant Is looking for a job and not going out for the 
evening. His 'dress' should reflect good taste in the business 
society In which he is seeking anployment. He should be 'clean, 
neat and well -groomed^ , (^dodf grooming includes: 

a. hair combed neatly 

b. men shaved, and. women with appropriate make-up 

c. shoes shined 

d. accessories In keeping with dress. 

8* How should the applicant act? 

A mkm of points of interview etiquette require a balanced be« 
haviour according to the situation ^nd the pattern set by the 
interviewer. The ap|>11cant has to "play it by ear". 

a. The applicant should follow the lead of the interviewer: 

(I) don't smoke If he doesn't 

(II) don't sit down until he does, unless h'e asks you to sit 
down first 

(III) don't "visit" or "talk about the weather" unless he 
doe^ 

(Iv) don't .stray off the subject 

b. The applicant should not exceed the action pattern set by the 
interviewer: 

(I) If he Is Informal, be Informal too, but don't overdo it 

(II) be friendly, but don't try to be too Intimate ' 

(III) answer questions adequately, but do not go Into lengthy 
details unless you are asked. On the other hand, don't 
answer In single words If the interviewer Is using a 
conversational style. 

These tips will help the applicant present himself In a manner which 
will leave the Interviewer with a favourable impression of him as a person 
and of his qualifications for the job. 
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EXERCISE 3. 



Filaied Inte'rvlew 



In this exercise the students will lCM>k again at the film 
''Listening Techniques", from Topic 11. This time they should check 
the job applicants In the film to see if they are following the tips 
which were read and d1scussf.<i -In^ Exercise 2. Here Is a check list 
of questions which will help the students to know what to look for in 
the film and to discuss It afterwards. 

0 ... 

vl. Is the applicant prepared for the Interview? 

2. Is the applicant Involved In the Interview and paying 
attention to the statanents and questions? 

3. Is the applicant relaxed? ^ 

4. Is the applicant making a good Impression? 

5. Does the applicant answer the Interviewer's questions 



well? 



6. 



Does the applicant ask questions to get Information? . 



7. 



Does the applicant talk enough? too much? 



Does he use good attendl n§ J^havlours? 



9. 



Is the applicant dressed &M groomed propl^ly? 



J 
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UNIT 2 I INTERVIEWING PRACTICE * 

* 

OBJECTIVES 

Practice 1ntervi«<ing techniques In given role-play situations with 
fellow students; 



2. (Optional^ Hake an appointment for and have an actual job interview. 



LEARNiiyrs j^cnvrr^ 

1. , Exercise 1. Students participate in role-playing job Interviews with 
' ' other students . ' 

Student's Book: Role-Playing Job Interviews 

2. Exercise 2. Students participate in simulated job interviews with 
employers, ©nployment agency counsellors, or scNol staff nianbers 
(not the instructor)* 



3. Exercise 3. (Optional) Arrange and attend an actual job interview 
for a job opening. 




Student's Book: 



Sinwlated Job Interviews 



Student's Book: Interviews for Actual Jobs 
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EXERCISE 1. 



Role'Playing Job tntpyyiews 



The students should be divided Into groups of four. In each group, 
one student will take the part of tne applicant, one will be the inter- 
viewer, and the others will be observers. They should take turns in each 
of the roles until four interviews have been practised. 

When h^ is preparing for the role of Interviewee, each student will 
give the interviewer the list of criteria he has developed for the occupa- 
tion he wishes to enter. Then the interviewer will use these criteria to 
question the applicant and to judge his aptitudes and qualifications for a 
particular job. 



After each. interview, the group of four should discuss the techniques 
.used in the Interview and make suggestions as to how the interview could 
have been improved. The instructor siiould participate as an observer in 
at least one of the interviews in eacl) group, adding his criticisms and 
suggestions for improvement. 



EXERCISE 2. Simulated Job Interviews 



At the end gf the course, after each student has had an opportunity 
to role-play interviews with fellow students, the instructor will set up 
simulated, but serious, interviews for each student. The job for which 
they are to be interviewed should be specific, according to the interests 
and qualifications of the student, and the interviewer should acquaint 
himself with the requirements of the job. 

Here is an opportunity to Involve co-operative local employers wnp 
mignt be willing to conduct the interviews for training purposes. They 
could conduct them on their own premises or at the training inSPtitution. 
Other possible interviewers are CMC counsellors, representatives of other 
employment agencies, and staff members in the training institution conduct- 
ing the Creating A Career program. 



Students should appear on time for the 'interviews, appropriately 
dressed, and prepared to make a pleasant first impression. They should be 
given an opportunity after the interviews to share their experiences as a 
final way of improving their skills. 



EXERCISE 3. 



Interviews for Actual Jobs (Optional) 



Students who do not expect to take further training immediately, and 
jj/ho want to apply for jobs should be encouraged and assisted to arrange an 
interview, when jobs are available, as soon as the course is completed. 



